CHAPTER | — General Provisions 


1/1 LAWA APD Manual 
1/1.1. Policies and Procedures 


The Manual of the Los Angeles World Airports Police is hereby established, and shall hereafter be 
referred to as the "LAWA POLICE MANUAL." It is a compilation of current policies, procedures and 
rules as established under previously existing Police directives, manuals and approved practices. It 
supersedes all previously issued Manuals and directives, except that the portions of existing manuals, 
directives and regulations which have not been included herein shall remain in effect where they do not 
conflict with the provisions of the LAWA Police Manual. 


Policies contained within the LAWA Police Manual are objective rather than situation oriented. They are 
intentionally broad in scope to encompass most situations, and are therefore, statements of guiding 
principles to be followed. The policies of the Police establish a basis of operational standards that assist 
employees in the necessary exercise of discretion while discharging their responsibilities. Policy may 
be deviated from when circumstances create sufficient justification to do so. Such deviations shall be 
subject to administrative review. 


A The LAWA Police Manual is intended to supplement other publications that also govern the 
activities of the Police, as follows: 


1. The Constitutions of the United States and California 


2. Case Law and Appellate Law (Federal and State) 


3. Federal Law and Regulations 
4. California Law 
5. City of Los Angeles Ordinances and Regulations 


6. Los Angeles World Airports (LAWA) Administrative Manual 

re Airport Certification Manual (FAR 139) 

8. Provisions of applicable Memorandums of Understanding. 

9. Provisions of applicable Memorandums of Agreement with other Agencies. 

All Police employees shall conform with rules and provisions contained within the LAWA Police Manual. 
1/1.2 Organization of Manual 


The LAWA Police Manual is composed of sixteen (16) Chapters which are hereby established and 
whose contents may be briefly described as follows: 


CHAPTER 1 - General Provisions 
CHAPTER 2 - Role and Authority - FAA Mandates 


CHAPTER 8 - Personnel Policy and Procedure 
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CHAPTER 4 - Training 

CHAPTER 5 - Management Rules and Procedures 

CHAPTER 6 - Uniforms and Grooming 

CHAPTER 7 - Weapons and Use of Force 

CHAPTER 8 - Field Operations 

CHAPTER 9 - Support Functions 

CHAPTER 10 - Traffic 

CHAPTER 11 - Arrest, Transportation, and Booking 

CHAPTER 12 - Vehicle Operations 

CHAPTER 13 - Communications 

CHAPTER 14 - Records 

CHAPTER15 - Security Access Control Unit Access Post Procedures 
CHAPTER 16 - Fleet and Facilities / Property Management 

1/1.3 Manual Format 

A. LAWA Police Manual shall be divided in the following manner: 
die CHAPTER - Division of the Manual 

2. SECTION - Division of Chapter 

3. SUB-SECTION - Division of Section 

4. PARAGRAPH- Division of Sub-Section 

B. Numbering of Contents 


The contents of the LAWA Police Manual are referenced utilizing a modified decimal numbering 
system: 


1. The first digit(s) followed by a diagonal line indicates the Chapter. 
2. The following digit(s) followed by a decimal point indicates the Section. 
3. The following digit(s) to the right of the decimal point indicates the Sub-section. 


4. The letter following the second decimal point indicates the paragraph. 
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The numbering of Chapters and Sections may not be in consecutive numerical sequence, so as to 
facilitate the inclusion of revisions and new data. 


C. Decimal System 


A typical reference under the decimal system used in the Manual would be "3/8.20.A" which conveys 
several facts: 


‘sik The first one or two digits indicates the Chapter of the Manual. 

"8" The following one or two digits indicates the Section of the Manual. 
"20" The last one or two digits indicates the Sub-section of the Manual. 
"A" The letter indicates the paragraph. 


"3/8.20.A” Indicates the material contained could be found in Chapter 3, Section 8, Sub-Section 20, 
Paragraph A of the Manual. 


1/1.4 Grammatical Construction 
The following rules of grammar shall apply throughout the LAWA Police Manual: 
A. The Use of Tenses 
The present tense includes the past and future tenses; and the future, the present. 
B. Singular and Plural 
The singular number includes the plural; and the plural, the singular. 
C. Verbs 
"Shall" is mandatory, and "may" is permissive. 
1/1.5 Definition of Terms 


The following words and terms shall have the meanings herein assigned, unless it shall be apparent 
from the content that they have a different meaning: 


Airport Property. 

Shall mean any property owned or controlled by the Los Angeles World Airports. 
AOA. 

Shall refer to the Air Operations Area of an Airport. 


Board. 
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Shall mean the Board of Airport Commissioners. 


Booking. 
Shall mean the process of registering in the official records the custody of persons or property. 


Call. 


Shall mean a visit made by an employee in response to a station assignment, a request from a private 
person, or a communication, or in furtherance of an investigation or an assignment. 


Charter. 

Shall mean the Charter of the City of Los Angeles. 
CHP. 

Shall refer to the California Highway Patrol. 

City. 

Shall mean the City of Los Angeles. 


Civilian Employee. 


Shall mean any employee of the LAWA Police other than sworn peace officers of the Los Angeles 
World Airports (Section 830.33 P.C.). 


County. 


For LAX, VNY and PMD, shall mean the County of Los Angeles. For ONT shall mean the County of 
San Bernardino. 


DMV. 
Shall refer to the California State Department of Motor Vehicles. 


Employee/Personnel. 


The terms "employee" and "personnel" are used interchangeably and apply to any person employed by 
the Los Angeles World Airports. 


Juvenile. 

Shall mean any person under the age of eighteen years. 
LAPD. 

Shall mean the Los Angeles Police Department. 


LASD. 
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Shall refer to the Los Angeles County Sheriff's Department. 

LAX. 

Shall mean the Los Angeles International Airport. 

LAWA 

Shall mean the Los Angeles World Airports. 

OFD 

Shall mean the Ontario Fire Department. 

Officer/Sworn Personnel. 

The term "Officer" and "Sworn Personnel" are used interchangeably and apply to those employees of 
the LAWA Police, regardless of rank, who are "sworn in," as provided by law, to perform duties of a 


peace officer of the City of Los Angeles, Los Angeles World Airports (Section 830.33 P.C.). 


Exception: The term "officer" when preceded by a modifier may pertain to other than sworn personnel 
(e.g., security officer). 


ONT 

Shall mean the Ontario International Airport. 

OPD 

Shall mean the Ontario Police Department 

PMD 

Shall mean the Palmdale Regional Airport. 

Rank. 

Shall refer to the Civil Service Classification held by an officer. 
SBSO 

Shall mean the San Bernardino Sheriff Department. 

VNY 

Shall mean the Van Nuys Airport. 

1/1.6 Maintenance and Updating 

The LAWA Police Manual is available to LAWA Police personnel in electronic format exclusively 


through the K: drive in the folder K:\Airport Police Manual. 
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Access to the K: Drive and all manual chapters are managed by control lists which are submitted by the 
Office of Support Services to the LAWA Information Technology Group. Further restrictions are placed 
on access to Chapters 8 and 15, which are limited to all sworn personnel and Traffic/Security 
supervisory personnel only. 


Commanding Officers shall ensure that personnel under their command are issued and complete a K: 
Drive Access Acknowledgement Form which must be signed by the employee and the employee’s 
direct supervisor. Completed Acknowledgement Forms are to be returned to Manuals and Orders Unit, 
Professional Standards Section. 


The electronic version of the LAWA Manual on the K: drive shall be updated quarterly or when 
necessary. All LAWA Police personnel shall be informed when the electronic version of the Manual is 
updated. 

1/1.7 Legality of Its Content 

Any Chapter, Section, Sub-section, paragraph, sub-paragraph, item, clause, or phrase contained in the 
Los Angeles World Airports Police Manual found to be illegal, incorrect, or inapplicable, shall not affect 
the validity of the remaining portions of said Manual. 

1/2 Written Directives 

1/2.1 Policy 

It shall be the policy of the LAWA Police that all formal procedures, processes, directives, standards 
and constraints that are to be adhered to by Police employees shall be in writing and signed by the 
Chief of Airport Police or a designee acting in that capacity. 


Once a directive is signed, it shall be placed in the Manual on the K: drive and shall be finalized within 
three (3) months from the date of signature. 


All LAWA Police Personnel shall be responsible for remaining current on the Manual and all updates on 
the K: drive. 


Policies, standards, procedures, rules and regulations established by the LAWA Police shall be 
adhered to. Failure to comply with or deviation from promulgated policy and procedures shall be cause 
for disciplinary action. All deviations or failures to comply shall be subject to LAWA Police review and 
appropriate administrative action. 

Every employee is responsible for a working knowledge of promulgated policy and procedures signed 
by the Chief, a designee, or for information contained in formal administrative procedures and 
processes manuals. 

1/2.2 Procedures 


The manner and methods for carrying out LAWA Police policy and written directions shall be called 
Procedures. These procedures shall describe how a process or system is to be completed. 


A. Rules and Regulations 
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Rules and regulations are directive or prohibitive in nature. Rules and regulations must be 
written and shall be contained in a LAWA Police manual within one (1) year after the Chief has 
signed the directive or information. 

Format for Written Directives 

The format for written directives shall contain the following major headings: 

Purpose 

Policy or Information 

Procedures or Process 

The following additional headings may be used: 

Responsibilities 

Notifications 


Amendments 


Other headings that assist in clarification of the directive and makes the information more 
comprehensive or informative. 


Other Formal Communication 


At the direction of the Chief of Airport Police, the following types of directives may also be 
issued: 


Transfer Orders 
Information Bulletins 
Training Bulletins 
Legal Bulletins 


Memorandums 


Note: Transfer Orders, Information Bulletins, and Memorandums shall be formatted as specified in the 
LAWA Correspondence Guidelines. 


1/2.3 Directive Review 


A. 


Suggestions for Policy - New and Revised 
LAWA Police employees are encouraged to make suggestions for new policy/procedures or 


revision of existing policy/procedures. Suggestions should be in the form of a written Employee 
Report or memo, forwarded via chain of command, to LAWA Police Manuals and Orders Unit. 
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Directive Review 
New or Revised Policy 


A directive shall be drafted outlining the new or revised policy/procedure. Manuals and Orders 
Unit shall create a directive file, containing the source document. Upon completion, the directive 
file shall be presented to the Training Unit O.1.C. for review and approval. Upon approval, the 
Training Unit O.1.C. shall sign the Directive Review Checklist and return the directive file to 
Manuals and Orders Unit. 


Draft Directive Review 

The draft directive shall be sent to all Command Staff, mid-management personnel and 
Association representatives via electronic mail (e-mail) for review. Those who wish to comment 
on this draft directive may do so within the specified time period. Comments shall be e-mailed 
back to Manuals and Orders Unit within five calendar days of the original e-mail. 


Manuals and Orders Unit shall print and review all Comments concerning the draft directive and 
edit the final draft directive, as needed. All printed comments shall be placed in the directive file. 


The file, with a copy of the final draft directive, shall be forwarded to the Administration Section 
Commanding Officer. 


Final Review 

The Administration Section Commanding Officer shall review all comments concerning the draft 
directive and the draft directive. If any additional revisions are needed, the file shall be returned 
to Manuals and Orders Unit. 

If any conflicting comments are made concerning the draft directive, the comments shall be 
reviewed by the Administration Section Commanding Officer and the Deputy Chief, Office of 
Support Services, for resolution. 


The directive file shall be forwarded to the Deputy Chief, Office of Support Services for review 
and approval. 


The Assistant Chief, Office of Support Services, shall review the directive file and directive and 
coordinate with Manuals and Orders Unit for any further modifications to the draft directive. 


A final draft directive and cover memo shall be made by Manuals and Orders Unit and 
forwarded to the Assistant Chief, Office of Support Services. The directive file and final draft 
directive shall then be forwarded to the Chief of Airport Police for review and signature. 


If the Chief of Airport Police requests further modifications to the directive, the directive shall be 
returned to Manuals and Orders Unit. 


The signed copy of the Directive shall be returned to Manuals and Orders Unit for distribution. 
City Attorney Review 


If it is determined that a directive should be reviewed by the City Attorney's Office, the Office of 
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the Chief of Airport Police shall draft a memo addressed to the City Attorney's Office requesting 
the review. 


Exemptions to the Directive Review Process 


Emergency or time-sensitive Directives may circumvent the normal review process and be 
forwarded directly to the Chief of Airport Police for signature. 


Directives based on memorandum issued by the Office of the Chief of Airport Police or the 
Deputy Chief of Operations shall only be reviewed by the Officer-In- Charge, Training Unit, the 
Administration Division Commanding Officer and the Assistant Chief, Office of Support Services 
prior to being forwarded to the Chief of Airport Police for signature. 


Minor changes to the LAWA Police Manual, based on memorandum issued by the Office of the 
Chief of Airport Police or in coordination with Executive Command Staff. 


Directive Distribution 


Amendments, additions, deletions or revisions to the LAWA Police Manual shall be in the form 
of Directives, as issued by the Chief of Airport Police. 


Approved Directives shall be issued to affected employees. 


The Office of Support Services clerical staff shall be responsible for coordinating the issuance of 
approved Directives and a generic Directive Receipt List electronically to all affected Sections, 
Units or details as well as other LAWA Police personnel assigned to other airports for 
dissemination. 


Affected Section Heads, Unit Supervisors, and Commanding Officers of LAWA Police at other 
airports shall be responsible for forwarding a completed Directive Receipt List to the Office of 
Support Services within fifteen (15) calendar days of the issuance of the Directive. The 
Directive Receipt List shall indicate those employees who have received the approved 
Directive(s). Each employee shall sign their names beside their printed names on the Directive 
Receipt List, acknowledging receipt of the Directive. All completed Directive Receipt Lists shall 
be forwarded to Manuals and Orders Unit for retention purposes. 


If an employee is on long term illness, IOD, vacation, etc., the Office of Support Services clerical 
staff shall ensure the employee receives a copy of the Directive. 


Duties and Responsibilities - Manuals and Orders Unit 


Manuals and Orders Unit shall: 


A. 


Maintain and index all formal directives, source documents, and supporting documentation. 
These documents shall be retained for two (2) years or as otherwise directed by the Chief of 
Airport Police. 

Be responsible for reviewing, revising, and updating directives. 

Place all formal directives in the LAWA Police Manual on the K:Drive within three (3) months 
from the date of the Chief's signature. 
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Note: When the directive is placed in the LAWA Police Manual, the source document becomes 
invalid as a directive. 


D. Be responsible for providing instruction in LAWA Police policy and procedures to all entry level 
sworn personnel who have completed academy training, as well as pre-service entry level 
personnel, during the agency orientation phase of their training. 

Fr Maintain one master copy of the LAWA Police Manual. 

1/2.6 Use of Nondiscriminatory Language 

The City's Affirmative Action Plan requires that all artificial barriers to equal employment opportunity be 

removed. All sexist and discriminatory language should be removed from all City communications. This 

includes letters, memos, newsletters and other printed material. 

A. Stereotype words and images 
Stereotypic words and images sometimes emerge through language that may inadvertently 
perpetuate racial, ethnic or sexual bias. It is every employee’s responsibility to avoid the use of 
any words or phrases that may connote bias. 

The most subtle form of sexism is the omission of women in references which include humanity 
as a whole. The word "man" has been used to describe not only the male gender but also all 
people in general. In order to ensure that official communications are free of sexist language, 
the following guidelines shall be used. 


1. Include all people in general references by substituting asexual words and phrases for "man" 
words. 


Discriminatory 
Mankind, man-hours, manned, manhole 


Nondiscriminatory 
People, humanity, human resource, workers, workforce, staffed, maintenance hole. 


2. Refer to women and men equally. 


Discriminatory 
Man and wife, ladies and men, Bill Hansen and Miss White and Bill. 


Nondiscriminatory 
Husband and wife, women and men, Bill Hansen and Julie White, Miss White and Mr. Hansen. 


3. The use of "man” or "woman" as a suffix or prefix in job title. 


Discriminatory 
Chairman, chairwoman, foreman, workman, fireman, policeman, workmen's compensation. 


Nondiscriminatory 
Chairperson, chair, supervisor, manager, laborer, employee, staff member, firefighter, police 
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officer, workers' compensation. 
The use of generic "he." 


The common use of the generic "he" can create serious problems in attempting to avoid sexist 
language. Rewording sentences to eliminate unnecessary gender pronouns, replacing 
masculine pronouns with one, you, he or she are appropriate alternatives to eliminating the 
potential usage of discriminatory language. 


Do not refer to a person's race or sex except when it is essential for communication. Review all 
newsletters and other publications generated to ensure that all groups are fairly represented 
and that sexist or discriminatory language is used. 


All City employees should adhere to these guidelines when preparing board reports, letters, 


forms, memos, newsletters, and other printed material so as to avoid any sexist or 
discriminatory language occurring in any official written communication. 
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2/1 Mission of the Los Angeles World Airports Police 
2/1.1_ LAWA Police Vision Statement 


The Vision of the Los Angeles World Airports Police is to become a world leader in aviation law 
enforcement and security services. 


2/1.2 LAWA Police Mission Statement 


The Mission of the Los Angeles World Airports Police is to provide world-class law enforcement and 
security services for the protection of all persons and property at Los Angeles World Airports by: 


° Identifying, deterring and defeating attempts at breaching the global aviation security system; 
° Safely directing and controlling vehicular and pedestrian traffic; 

° Working in partnership with the aviation community to enhance public safety; 

° Proactively preventing and suppressing criminal activity; 

° Treating all persons with respect and dignity; and, 

° Fostering an environment which facilitates continuing education and training of all personnel. 


2/1.3_ LAWA Police Core Values 


° Service before self 

° Reverence for the law 

° Respect for people 

° Commitment to professionalism 
° Integrity in all we say and do 

° Value our employees 


2/2 Executive Powers 

2/2.1_ Board of Airport Commissioners 

The Charter of the City of Los Angeles, Article XXIV Section 239, states: 

“The Board (of Airport Commissioners) shall have the power and it shall be its duty, subject to the 
powers of the United States, respecting Commerce, to make and enforce all necessary rules and 
regulations governing the use and control of all municipal airports.” 


2/2.2 Executive Director 


The Charter of the City of Los Angeles, Article XXIV Section 239 further states: 
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“The General Manager (Executive Director) of the Airport Department, in addition to the powers and 
duties which are or may be conferred upon him as elsewhere provided in this charter, shall have the 
power and it shall be his duty: 


To enforce all orders, rules and regulations adopted by the Board relating to the regulation, operation or 
control of the funds, facilities, properties and apparatus of said department.” 


2/3 


2/3.1 


Transportation Security Administration (TSA) Mandates 


49 CFR §1542.215 — Law Enforcement Support 


Each airport operator required to have a security program must provide law enforcement officers in the 
number and in a manner adequate to support: 


Its security program; and, 


Each system for screening persons and accessible property required under 49 CFR Part 1544 
or 1546. 


49 CFR § 1542.217 — Law Enforcement Personnel 


Each airport operator must ensure that law enforcement personnel used to meet the 
requirements of 1542.217 meet the following qualifications while on duty at the airport 


Have arrest authority described in paragraph (B) of this section; 
Are readily identifiable by appropriate indicia of authority; 
Are armed with a firearm and authorized to use it; and, 


Have completed a training program that meets the requirements in paragraph (c) and (d) of this 
section. 


Each airport operator must ensure that each individual used to meet the requirements of 
1542.215 have the authority to arrest, with or without a warrant, while on duty at the airport for 
the following violations of the criminal laws of the State and local jurisdictions in which the 
airport is located: 

A crime committed in the presence of the individual; and 

A felony, when the individual has reason to believe that the suspect has committed it. 


The training program required by paragraph (a)(4) of this section must provide training in the 
subjects specified in paragraph (D) of this section and either: 


Meet the training standards for law enforcement officers prescribed by either the State or local 
jurisdiction in which the airport is located, for law enforcement officers performing comparable 
functions. 


The training program required by paragraph (A)(4) of this section must include training in: 
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The use of firearms; 


The courteous and efficient treatment of persons subject to inspection, detention, search, arrest, 
and other aviation security activities; 


The responsibilities of a law enforcement officer under the airport operator's approved security 
program; and, 


Any other subject TSA determines is necessary. 
Authority as State Peace Officer and Airport Police Officer 


Source of Authority 


Section 830 of the California Penal Code states: 


2/4.2 


"Any person who comes within the provisions of this chapter and who otherwise meets all 
standards imposed by law on a peace officer is a peace officer, and notwithstanding any other 
provision of law, no person other than those designated in this chapter is a peace officer." 


Mandated Authority 


This Section defines the legal mandated authority that is vested in the sworn police officers 
employed by the Los Angeles World Airports. Under the California State Penal Code (830.33 
P.C.) LAWA Police Officers are declared State Peace Officers. 


Section 830.33 of the California Penal Code states: 


"The following persons are peace officers whose authority extends to any place in the state for 
the purpose of performing their primary duty or when making an arrest pursuant to Section 836 
as to any public offense with respect to which there is immediate danger to person or property, 
or the escape of the perpetrator of that offense, pursuant to Section 8597 or 8598 of the 
Government Code. Those peace officers may carry firearms only if authorized and under terms 
and conditions specified by their employing agency." 


Section 830.33(d) of the California Penal Code states: 


"Any person regularly employed as an airport law enforcement officer by a city, county, or 
district operating the airport or by a joint powers agency, created pursuant to Article 1 
(commencing with Section 6500) of Chapter 5 of Division 7 of Title 1 of the Government Code, 
operating the airport, if the primary duty of the peace officer is the enforcement of the law in or 
about properties owned, operated, and administered by the employing agency or when 
performing necessary duties with respect to patrons, employees, and properties of the 
employing agency." 


Section 836 of the California Penal Code states: 
“A peace officer may make an arrest in obedience to a warrant, or may pursuant to the authority 


granted him by the provisions of Chapter 4.5 (commencing with Section 830) of Title 3 of Part 2, 
without a warrant, arrest a person whenever any of the following circumstances occur: 
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The officer has reasonable cause to believe that the person to be arrested has committed a 
public offense in the officer’s presence. 


The person arrested has committed a felony, although not in the officer's presence. 


The officer has reasonable cause to believe that the person to be arrested has committed a 
felony, whether or not a felony has in fact been committed.” 


Peace Officer Standards Imposed by Law 


Section 830 of the California Penal Code refers to "standards imposed by law on a peace officer." 
These standards relate to selection and training standards. By meeting the standards prescribed by the 
California Commission on Peace Officer Standards and Training (POST), the Los Angeles World 
Airports Police fulfills the standards imposed by law. 


2/4.4 Discretionary Authority 


It shall be the policy of the Police that officers, wnen faced with the opportunity to exercise judgement 
and discretion, shall review the limits of their authority and the mandates of law. An officer involved in a 
situation other than a felony arrest, shall take into consideration the following factors in making a 


decision: 

A. The policies and goals of the Los Angeles World Airports and the Police. 

B. The best interests of the public at large. 

C. Any action which can be taken that satisfies the requirements of the law or allows the violator to 
assume responsibility and corrective action. 
Note: Felony arrest situations preclude the exercise of discretionary authority. 

2/4.5 Alternatives to Arrest 

A. After considering Los Angeles World Airports and LAWA Police policies, procedures and goals, 
an officer who decides to take action which does not result in the physical arrest of a violator, 
may consider and choose to: 

1. Cite the individual. 

2. Warn the individual. 

3. Make a field interview record and release the individual. 

4. File an Application for Complaint with the City Attorney or local District Attorney. 

B. Officers may also choose to refer individuals to a social service agency or, in the case of 


inebriate, refer to a detoxification center. 


Juvenile offenders shall be processed as prescribed by the California Welfare and Institutions 
Code and the applicable rules, regulations and policies of the local law enforcement agency with 
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jurisdictional authority. 
2/5 ~~ Agency Jurisdiction 
2/5.1 Jurisdictional Responsibility 
This Section clarifies the Los Angeles World Airports’ policy with regard to areas of responsibility. It 
should be stressed that because of public policy, officers should not ignore felonies and threats to 
public safety committed in their presence or injuries, emergencies and accidents which confront them 
while conducting their specified and assigned duties. 


It is prudent to stress that Airport Police Officers should not ignore serious situations, which directly and 
visually confront them while on assigned duty only because of jurisdictional/ boundary concerns. 


A. Patrol Boundaries 
While on patrol, officers are required to diligently perform their duties and take appropriate 


action in matters of concern to the Los Angeles World Airports. The area to be patrolled is 
defined, as all property owned by the Los Angeles World Airports. 


1. The extension of patrol areas into adjacent residential areas or cities is not authorized. 

2. Officers in transition to, from, or through the areas to be patrolled are authorized to travel via 
service roads or adjacent surface streets using direct routes. The patrol area boundaries shall 
be as follows: 

LAWA/LAX 

a. The North boundary extends from the intersection of Vista del Mar Lane and Vista Del Mar to 


the intersection of Vista del Mar Lane and Manchester Blvd.; 


Then from the intersection of Vista del Mar Lane and Manchester Blvd. east to the intersection 
of Manchester Aviation Blvd.; 


b. The East boundary extends from the intersection of Manchester and Aviation south to the 
intersection of Aviation and Arbor Vitae St.; 


Then, from the intersection of Aviation and Arbor Vitae east to the intersection of Arbor Vitae 
and La Cienega Blvd.; 


Then From the intersection of Arbor Vitae and La Cienega Blvd. south to the intersection of La 
Cienega Blvd. and Imperial Hwy. The South boundary extends from the intersection of La 
Cienega Blvd. and Imperial Highway to the intersection of Imperial and Vista del Mar. 


c. The West Boundary extends from the intersection of Imperial Highway and Vista del Mar to the 
intersection of Vista del Mar and Vista Del Mar Lane. 


Ontario International Airport (LAWA/ONT) 


a. The North boundary extends from the center line of Railroad Tracks / Airport Drive. 
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The East boundary extends from the intersection: Commerce/ Parkway and Airport property to 
the east. 
The South boundary extends from the intersection: Mission Blvd. / Haven. 


The West Boundary extends from the intersection: Grove Ave. and the property west to 
Cucamonga Ave. 


Van Nuys Airport (LAWA/VNY 


a. 


The North boundary extends from the intersection of Balboa Blvd. and Parthenia Street east to 
the intersection of Parthenia and Woodley Avenue. 


The East boundary extends from the intersection of Parthenia Street and Woodley Avenue 
south to Victory Street. 


Exception: The Flyaway Bus Terminal property and Superior Industries, both LAWA owned 
properties, extend from Woodley Avenue to Gloria Avenue, one block east of Woodley. 


The South boundary extends from the intersection of Woodley Avenue and Victory Street 
westward to the intersection of Victory and Balboa Blvd. 


The West boundary extends from the intersection of Victory Street and Balboa Blvd. north to the 
intersection of Balboa and Parthenia Street. 


Palmdale Regional Airport (LAWA/PMD) 


Officers patrol the following facilities and property: 

PMD terminal (41000 20th Street East); 

PMD Administrative Office (89516 N. 25th Street East); 

PMD Maintenance building (40th Street East and Avenue P-8); 


LAWA owned property located east of the PMD Terminal. The boundaries are 20th Street East 
on the west; Avenue M on the north; 70th Street East on the east; and Avenue P on the south. 


Outside LAWA Transition Boundary Limits 

Due to Los Angeles World Airports (LAWA) insurance limitations and potential of the officer's 
liability, LAWA vehicles will not be used outside LAWA transition boundary limits unless 
authorized by a supervisor. Officers observing activity requiring law enforcement action shall: 
Notify Communications Unit, and request that the appropriate agency be notified; 

Carefully consider the tactical situation (availability of backup, radio contact, etc.); 


Take action only to protect life, property, or on matters of concern to the City of Los Angeles. 


Off Airport Activity Within City Limits 


Manual of the Los Angeles World Airports Police 


CHAPTER II — Role and Authority 


On duty officers transitioning off airport areas within the City of Los Angeles limits may take law 
enforcement action provided: 


A serious threat to the public safety exists; 
The action has direct airport benefit; or, 


To assist at accident scenes prior to arrival of the local law enforcement agency with 
jurisdictional authority and the local fire department. 


Officers engaging in off airport enforcement activity shall notify the police communications 
center at their airport of the location and nature of the activity. Supervisors shall monitor and 
respond to such activity, if necessary. 


Communications Unit shall be notified of the clearing time and disposition of this incident. All off- 
airport activity shall be logged on the officer’s DFAR, as well as on the Daily Occurrence Log. 


Examples: 


An officer observing a traffic accident scene should stop, make necessary notifications, render 
aid and assist with traffic control until the agency with jurisdictional responsibility arrives. 


A vehicle driving unimpeded 50 MPH in a 40-MPH zone would not justify LAWA action, since 
is ha oie hazard nor any airport benefit. 

Citations for Off-Airport Infractions 

Citations for off-airport infractions are prohibited. 

Note: This prohibition does not apply to airports located outside the City of Los Angeles limits. 
Other Agency Assistance 

The Watch Commander may assign a reasonable number of Airport Police Officers to provide 


assistance to another police agency when the Watch Commander from that agency makes the 
request and when providing that assistance does not deplete our assets and deter our mission: 


The Watch Commander shall consider the following factors when reasonably determining 
whether to assign officers to assist the outside agency 


Severity of the crime 
Proximity to the airport 


Whether the incident has overwhelmed the requesting agency and our assistance is necessary 


to ensure there are no adverse effects to the Airport Police law enforcement and security 
mission. 


Only a LAWA dual trained explosive dog may be assigned to search for explosive devices. TSA 
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trained canines shall not be used for these requests; 


3. Airport Police Officers shall not voluntarily respond or self-dispatch to incidents or calls outside 
of the Airport Police jurisdiction without prior approval from the Watch Commander; 


4. An on-duty Airport Police Officer that observes an incident or crime in progress in another 
jurisdiction may take enforcement action to protect the life of another or prevent a significant 


loss of property. Immediate notification to Communications and the Watch Commander shall be 
made as soon as it is safe to do so. 


5. The Watch Commander shall notify the CDO in cases where Airport Police Officers are 
assiqned to an outside agency assist for extended periods or for significant incidents, such as; 


a) A police officer from another jurisdiction is the victim of a homicide or sustained great bodily 
injuries and the suspect is outstanding; or, 


b) To assist in the search for an outstanding felony suspect that has used or threatened to use 
deadly force. 


C) The Watch Commander may consult the CDO at any time. 


6. The Watch Commander shall include information in the Watch Commander Log regarding any 
outside agency assist that occurs during the shift. 


2/6 Oath of Office and Code of Ethics 
2/6.1. Oath of Office 


All Los Angeles World Airports Police Officers, prior to assuming the duties of peace officers, must take 
an oath of office to enforce the laws of the State of California, the City of Los Angeles, and to uphold 
the Constitutions of the United States and the State of California. 


2/6.2 Code of Ethics 


It is the responsibility of every law enforcement agency to adopt and abide by the Code of Ethics and 
Standard of Conduct that can be a credit to our community and the citizens, which we serve. All Los 
Angeles World Airports Police sworn members shall abide by the Law Enforcement Code of Ethics as 
proclaimed by the International Association of the Chiefs of Police. This Code of Ethics is adopted by 
the Police as a mandate for officer's demeanor. 


Code of Ethics 


AS A LAW ENFORCEMENT OFFICER, it is my fundamental duty to serve mankind; to safeguard lives 
and property; to protect the innocent against deception the weak against oppression or intimidation, 
and the peaceful against violence or disorder; and to respect the Constitutional Rights of all persons to 
liberty, equally, and justice. 


| WILL keep my private life unsullied as an example to all, maintain courageous calm in the face of 
danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of others. 
Honest in thought and deed in both my personal and official life, | will be exemplary in obeying the laws 
of the land and the regulations of my Department. Whatever | see or hear of a confidential nature or 
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that is confided to me in my official capacity will be kept ever secret unless revelation is necessary in 
the performance of my duty. 


| WILL never act officiously or permit personal feelings, prejudices, animosities, or friendship to 
influence my decisions. With no compromise for crime and with relentless prosecution of criminals, | will 
enforce the law courteously and appropriately without fear or favor, malice or ill will, never employing 
unnecessary force or violence and never accepting gratuities. 


| RECOGNIZE the badge of my office as a symbol of public faith and | accept it as a public trust to be 


held so long as | am true to the ethics of police service. | will constantly strive to achieve those 
objectives and ideals, dedicating myself to my chosen profession...LAW ENFORCEMENT. 
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Disciplinary Procedures 


Discipline - Defined 


Discipline is defined as instructing, teaching, and training, not merely as punishment or penalty. The 
main purpose of discipline is to facilitate coordination of effort, develop self-control and character, 
correct unacceptable behavior, and foster orderliness, uniformity and efficiency. 


3/1.2 


Misconduct - Defined 


Employees shall be subject to disciplinary action for acts of misconduct, which is defined as: 


A. 


mo Oo fF 


Commission of a criminal offense. 

Neglect of duty. 

Violation of LAWA Police policies, rules, or procedures. 

Violation of LAWA Administrative policies, rules, or procedures. 

Conduct which may tend to reflect unfavorably upon the employees of the LAWA Police. 
Complaint 

Complaint - Defined 

The definition of a complaint includes any public complaint, anonymous or third person, 
regarding LAWA Police service, policy or procedure, claims for damages, or employee 
misconduct, regardless of whether the complaint alleges misconduct, and any complaint of 
misconduct initiated by a LAWA Police employee. 

Conditions of Acceptance 

Complaints shall be accepted from any source: written, verbal, in person or telephonic (or TTY), 
by mail, facsimile transmission, or electronic means, or anonymously; at any LAWA Police 


facility accessible to the public. 


A complaint shall not be initiated when the sole reason consists of one or more of the following 
issues, unless the initial conversation with the complainant identifies attributable misconduct: 


Disputed traffic citation 

Supervisors shall conduct a preliminary investigation of the violator’s complaint about the 
issuance of the traffic citation and document the investigation in their log. If no error was 
identified in the issuance of the citation, the complainant should be directed to the appropriate 
court for resolution, and no Complaint Form is required. However, if misconduct was alleged or 
discovered during the interview, then a Complaint Form is required. 

Vehicle Impound Complaints 


Supervisors shall interview the complainant regarding the incident that resulted in the vehicle 
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being impounded. If no other allegation(s) of misconduct is made regarding the vehicle impound 
itself, no 

Complaint Form is required and the complainant may be referred to the Vehicle Impound 
Hearing process. However, if misconduct was alleged or discovered during the interview, then a 
Complaint Form is required. 


Accepting Complaints 

A supervisor receiving a complaint in person, by telephone or in any written form, shall: 
Conduct a preliminary investigation, as outlined in Part E of this directive 

Exception: Supervisors who find themselves the subject of alleged misconduct shall report the 
incident to an uninvolved supervisor of higher rank who shall conduct the preliminary 


investigation. 


Complete a Complaint Form, listing the name of the citizen as the complainant, summarizing the 
complaint and the complainant’s statements under the Summary portion; 


Tape-record all interviews. If not practical, supervisors shall include a written justification under 
the Summary portion of the Complaint Form; 


Note: If a non-employee complainant or witness refuses to be recorded, an attempt shall be 
made to record the refusal on tape or on a signed statement of refusal. 


Attempt to resolve the matter to the satisfaction of the complainant and take appropriate action 
to prevent aggravation of the incident; 


Submit the Complaint Form and preliminary investigation to the watch commander, Officer-in- 
Charge (OIC), or civilian equivalent, for review 


Note: If, during the course of a complaint investigation, the investigating supervisor has reason 
to believe that additional misconduct may have occurred, other than that alleged by the 
complainant, the investigating supervisor shall record the additional misconduct as a separate 
allegation on the original complaint. 


Watch Commander/Officer in Charge — Responsibility 

A watch commander, unit officer in charge (OIC) or civilian equivalent who becomes aware of a 
complaint shall ensure that a Complaint Form is prepared without unnecessary delay. Upon 
receipt of a Complaint Form submitted by a supervisor, the watch commander, section OIC or 
civilian equivalent, shall: 


Review the form for completeness and accuracy, ensuring that a thorough preliminary 
investigation was conducted; 


Sign and date the Complaint Form and submit the complaint investigation and attachments as 
soon as practicable to the Section Commanding Officer for approval. 


Commanding Officer's Responsibility 
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A Commanding Officer, upon becoming aware of a complaint, shall ensure that the original 
Complaint Form is forwarded to the Officer-in-Charge, Internal Affairs Unit (IAU), within two 
calendar days of the complaint initiation (or in the event of a weekend, the following business 
day). 


Note: Complaints received directly by IAU shall be handled in accordance with guidelines as 
outlined in Section 3/1.3.B.3. Upon receipt of a Complaint Form from IAU with a complaint form 
(CF) number already issued, the Commanding Officer shall ensure that a supervisor promptly 
investigates the complaint. 


Using the Preliminary Case Screening box on the Complaint Form, the employee’s commanding 
officer shall recommend whether the complaint should be classified as Disciplinary or Non- 
Disciplinary. 


3/1.4 Citizen Reporting of a Complaint of Employee Misconduct 


When a citizen wishes to report misconduct and/or make a complaint, the employee whom the citizen 
contacted shall immediately notify his or her supervisor. 


A. 


1. 


Use of Complaint of Employee Misconduct Form 


Any employee assigned to sections accessible to the public, such as the front desk of an LAWA 
Police facility, shall, upon request, provide the individual with a Complaint of Employee 
Misconduct form; a preaddressed business reply envelope marked "ATTN: Internal Affairs Unit," 
and a Complaint Information pamphlet appropriate for the language spoken. The employee shall 
then ask the individual if he/she would like to speak with a supervisor about the complaint. 


Any employee who receives a completed Complaint of Employee Misconduct form shall 
immediately notify a supervisor. Upon the return of a Complaint of Employee Misconduct form to 
any LAWA Police facility, the employee receiving the form shall ask the complainant to wait until 
his or her supervisor has reviewed the form. If the complainant is unable to wait for a supervisor, 
the employee shall ensure that the complainant receives the bottom copy of the form, and that a 
supervisor receives the original. 


Supervisor's Responsibility 

When possible, a supervisor shall review the Complaint of Employee Misconduct form with the 
complainant to ensure that all necessary information has been obtained. If a supervisor 
determines that immediate action is required after the review, such action shall be taken. The 
supervisor shall ensure the appropriate distribution of Complaint of Employee Misconduct forms. 
Commanding Officer's Responsibility 

Commanding officers shall ensure that a supply of Complaint of Employee Misconduct forms 
with postage-paid, preaddressed business reply envelopes marked “ATTN: Internal Affairs Unit,” 
and Complaint Information pamphlets, in multiple languages, are maintained at all LAWA Police 
facilities accessible to the public. 

Public Complaints Not Made In Person 


Letters of complaint from the public against LAWA Police employees may be comprised of any 


Manual of the Los Angeles World Airports Police 


CHAPTER III — Personnel Policy and Procedures 


written material, including formal letters, notes, facsimiles, electronic mail correspondence. 
1. Employee’s Responsibility 


An employee who receives a letter of complaint from the public shall, without delay, deliver the 
letter to his or her watch commander or supervisor. 


2. Supervisor's Responsibility 


When a Section receives a complaint other than in-- person, (i.e., written, telephonic, electronic) 
a watch commander or supervisor shall: 


a. Complete a Complaint Form listing the name of the citizen as the complainant and attach the 
related correspondence, documents and statements; and, 


b. In cases involving an anonymous complaint, make a reasonable effort to identify the 
complainant. Identification of the anonymous complainant is desirable in order to complete a 
thorough investigation and to report back to the complainant the findings of the investigation; 

C: The Complaint Form shall be forwarded to the Watch Commander, unit officer in charge (OIC) 
or civilian equivalent for review. Upon approval the Form and all documentation shall be 
forwarded to IAU. 

3. Internal Affairs Unit’s Responsibility 
When Internal Affairs Unit receives any complaint from the public, [AU shall: 


a. Complete a Complaint Form, documenting the preliminary information only and attach the 
related correspondence, documents, and statements; 


b. Issue a Complaint Form (CF) number; 
C. Assign and forward the Complaint Form to the appropriate Section for appropriate action; and, 
d. Mail an acknowledgment of the complaint to the complainant with the CF number referenced. 


3/1.5 Notification Requirements 

When immediate action is necessary or the complaint is such that it may subject the employee or the 
LAWA Police to severe criticism or liability, the concerned supervisor shall ensure that the following 
notifications are made without delay to: 


A. The employee's watch commander/officer in charge (OIC), or civilian equivalent, who shall notify 
the employee's commanding officer; and, 


B. Internal Affairs Unit. 


When the employee's commanding officer is not available or when Internal Affairs Unit is closed, 
the notification shall be made to the Command Duty Officer. 


3/1.6 Investigating and Reporting Complaints 
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The following procedures shall apply to complaint investigations: 


A. 


B. 


3/1.7 


Identify all involved employees; 


Obtain names, addresses, and telephone numbers of all witnesses, and a summary of their 
statements. Indicate the times, locations, and business and residence phone numbers where 
witnesses will be available for re-interview; 


The interviews of all complainants, involved LAWA Police employees, and witnesses shall be 
conducted individually (no group interviews) and shall be recorded. Should a non-employee 
complainant or witness refuse to be recorded, an attempt shall be made to record the refusal on 
tape or on a signed statement of refusal; 


Interview all involved supervisors regarding their conduct at the scene during the incident; 
Document any visual examinations for trauma, medical treatment for actual or alleged injury; 
Photographs (utilize color film when appropriate); 


Inspection of the object alleged to have caused injury (objects should be photographed and, 
when practicable, retained). 


Note: The withdrawal of a complaint, the unavailability of a complainant to make a statement, or 
the fact that the complaint was filed anonymously or by a third party, shall not be reasons to 
adjudicate a complaint without further attempts to investigate. Commanding officers shall ensure 
reasonable efforts are made to get to the truth of the matter. 


Reporting a Complaint 
Employee Responsibility - Reporting Misconduct 


When an employee becomes aware of possible misconduct by another LAWA Police employee, 
the employee shall immediately report the incident to a supervisor or directly to Internal Affairs 
Unit (IAU). This requirement applies to all employees, including supervisory personnel and 
managers (the rank of lieutenant or above), who learn of possible misconduct through the 
review of an employee’s work. Generally, the supervisor accepting the complaint shall initiate 
the Complaint Form. Only supervisory or management personnel who are first made aware of 
possible misconduct shall complete a Complaint Form. 


Supervisor's Responsibility 


When a supervisor becomes aware of a public complaint, or a complaint of misconduct initiated 
by LAWA Police personnel, the supervisor shall accept the complaint and: 


Conduct a preliminary investigation; 
Exception: Supervisors who find themselves the subject of alleged misconduct shall report the 


incident to an uninvolved supervisor of a higher rank, who shall conduct a preliminary 
investigation and, if necessary, complete a Complaint Form. 
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Complete a Complaint Form in the following manner: 

List all allegations per the LAWA Administration Manual Sections, LAWA Police Directive 
number, Policies and Procedures per the LAWA Police Manual, and/or City of Los Angeles 
Policy; 


Summarize the complaint and the complainant’s statements under the Summary portion. 


Tape-record all interviews. If not practical, supervisors shall include a written justification under 
the Summary portion of the Complaint Form; 


Note: If a non-employee complainant or witness refuses to be recorded, an attempt shall be 
made to record the refusal on tape or on a signed statement of refusal. 


Attempt to resolve the matter to the satisfaction of the complainant and take appropriate action 
to prevent aggravation of the incident; 


Submit the Complaint Form and preliminary investigation to the watch commander, Section 
officer in charge (OIC), or civilian equivalent, for review; 


Forward the Complaint Form to the Section Commanding Officer. 

Note: If, during the course of a complaint investigation, the investigating supervisor has reason 
to believe that additional misconduct may have occurred, other than that alleged by the 
complainant, the investigating supervisor shall record the additional misconduct on the original 
complaint. 


Involved Section Commanding Officer 


The involved Commanding Officer shall complete the "Preliminary Case Screening" Section of 
the Complaint Form and forward the Complaint form to the involved Assistant Chief. 


Involved Assistant Chief 

The involved Assistant Chief shall complete the "Classification" portion of the Complaint Form. 
Complaints reported on a Complaint Form shall be classified as either Disciplinary or Non- 
Disciplinary. The employee’s Commanding Officer, or civilian equivalent is responsible for the 


initial complaint classification; however, the Chief of Airport Police, or designee, will make the 
final classification. 


3/1.8 Non-Disciplinary Complaints 


A complaint may be classified as Non-Disciplinary when all of the following criteria are met at the time 
the complaint is initiated: 


The complaint, as stated, would not amount to the commission of a felony or misdemeanor 
crime; 


The complaint, as stated, may not result in discipline against the employee, or the complained 
of act or omission by the employee has no nexus to the employee’s position with the LAWA 
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Police; 


The complaint does not allege any of the following: Unauthorized force; discrimination of any 
kind; unlawful search and/or unlawful seizure of person or property; dishonesty; domestic 
violence; improper/illicit use of alcohol, narcotics, or drugs; sexual misconduct, theft, or 
retaliation/retribution against another employee; 


The complaint was not as a result of concerns arising out of a criminal prosecution, or, dismissal 
of California Penal Code Section 148 charges, or otherwise initiated by a judge or prosecutor 
acting in their official capacity; 


The accused employee has no apparent pattern of similar behavior (should generally be limited 
to the past five years) for which he/she is accused; and, 


The complaint was not initiated in response to civil suits or claims for damages involving on-duty 
conduct and civil lawsuits regarding off-duty conduct required to be self-reported by employees. 


The Chief of Airport Police, or designee, who makes a final Non-Disciplinary classification shall 
check the appropriate box on the back of the complaint form and select the appropriate 
disposition/ rationale as follows: 


Policy/Procedure. The facts of the case revealed that the complaint relates to LAWA Police 
policy/ procedure and not to a specific employee’s actions. 


Employee’s Actions Did Not Rise to the Level of Misconduct. A preliminary investigation 
revealed that the allegations did not rise to the level of misconduct and/or the named 
employee’s actions were protected by law or found to be consistent with LAWA Police policy or 
procedure. 

Employee’s Actions Could Have Been Different. The facts in the complaint revealed the 
employee's actions could have been different. However, the employee’s act or omission is best 
addressed through corrective action by the employee’s commanding officer. The corrective 
action(s) taken was: 

Counseling; 

Training; 

Referral (Employee Assistant Program) 

Demonstrably False. The complaint was demonstrably false, or, demonstrates an irrational 
thought process, and was consistent with the complainant’s established pattern of making 
chronic or crank complaints. 


LAWA Police Employee(s) Not Involved. The preliminary investigation revealed that the 
complaint did not involve a LAWA Police employee(s). 


Adjudication of a Non-Disciplinary Complaint 
After receiving a complaint from the Chief of Airport Police, or designee, that has been classified 


as Non- Disciplinary, the employee’s commanding officer shall complete and sign the Complaint 
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Form. 


Note: A Notice to Correct Deficiency is a form of discipline and shall only be used for 
Disciplinary Complaints (See Section 3/1.8 for Disciplinary Complaint Procedures). 


Internal Affairs Unit’s Responsibility 


Internal Affairs Unit (IAU) will issue Complaint Form (CF) numbers for all Complaint Forms 
received and approved by the commanding officer and involved Assistant Chief. Upon the 
issuance of the CF number, IAU will enter the number on the Complaint Form and mail a copy 
to the address indicated by the complaint along with a letter acknowledging receipt of the 
complaint. 


Internal Affairs Unit shall promptly review every Complaint Form, determine whether the 
complaint will be investigated by IAU or by the employee’s Section, and promptly notify and 
forward the complaint to the affected entities for appropriate action. For tracking purposes, 
Internal Affairs Unit shall maintain copies of all Complaint Forms received and forwarded to the 
concerned Section. 


Time Limit 

There is a maximum of sixty (60) calendar days from the day the Complaint Form number is 
assigned to the completion of the case, which includes serving the Findings and Disposition 
memorandum to the employee (refer to Section 3/1.10). Any request for extension shall be 
made in writing by the investigator to the Chief of Airport Police, via chain of command, with 
justification. 

Administration Section Scope of Authority 

The Commanding Officer, Administration Section, has authority to take charge of an 
investigation of any act of misconduct when, in his/her opinion, it is advisable. He/she may act in 
a staff capacity and advise or assist in the investigation or assume the responsibility thereof 
when: 


Sufficient supervisory personnel to conduct the investigation are not available to the concerned 
commanding officer. 


An outside agency is to conduct the Administrative investigation of an incident per the MOA. 
Personnel of more than one section are involved. 


The complaint or the investigation is of a nature that it would be impracticable for the 
investigation to be conducted by the concerned commanding officer. 


Investigation is being improperly conducted. 
Complaints involving command officers, except as directed by the Chief of Airport Police. 
At the conclusion of the investigation, the Commanding Officer, Administration Section, shall 


obtain a recommendation for the disposition of the case from the concerned commanding 
officer. 
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3/1.9 Disciplinary Complaint Procedures 


A. 


Complaint Investigation Report 


Using a Memorandum, the following headings shall be used when completing the Complaint 
Investigation Report that alleges misconduct: 


Complaint; 

Summary; 

Allegations listed per the LAWA Administrative Manual; 
Investigation 

Interview Summaries 

Disciplinary history. 


Depending upon the complexity of the investigation, the final report can be as brief or as 
detailed as necessary, so long as it enables the reviewer to properly adjudicate the complaint. 


Investigator's Notes 


Cal. Govt. Code §§ 3304(d) and 3508.1(a) establish the limitations periods during which an 
employee may be discharged, suspended or disciplined. Since the limitations period is based on 
the date the misconduct was discovered by an uninvolved supervisor, documentation of the 
date on which specific information is obtained is essential. On occasion, the initial information 
may be too vague to constitute misconduct and/or additional misconduct may come to the 
LAWA Police's attention during the subsequent investigation. 


Commanding officers shall ensure that the supervisor assigned to complete a complaint 
investigation completes an Investigator's Notes Section to document an in-depth chronological 
record of the investigation, recording the dates of the initial notification and all investigative 
contacts and processes. 


Investigator's Notes may be subject to discovery and shall only be released after confidential 
information, if any, is redacted and with the approval of the Commanding Officer, Administration 
Section. When Internal Affairs Unit completes the investigation, the Investigator's Notes shall be 
retained by Internal Affairs Unit pending the adjudication of the complaint. 


Assignment Memo 

An Assignment Memo shall be prepared and attached to the complaint investigation file by the 
Internal Affairs Unit. The Assignment Memo shall be used to track the complaint investigation 
through documentation of the dates, times, and concerned employees who handled the case in 
each step of the process. 


Interrogation Admonitions 
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Miranda Rights 


When an administrative interrogation focuses on or involves possible criminal misconduct by an 
employee, the employee shall be advised of his/her Miranda rights before questioning begins, or 
at the point at which the interrogation begins to focus on possible criminal misconduct. 


Administrative Admonition of Rights 


If the employee declines to waive his/her Miranda rights and the administrative interview is to 
continue, the interrogating officer shall read the Administrative Admonition of Rights from the 
Employee Lead-In Form verbatim as follows: 


Your silence could be deemed as insubordination and lead to administrative discipline, which 
could result in your discharge or removal from office; and, 


Any statements made under the compulsion of the threat of such discipline cannot be used 
against you in any subsequent criminal proceeding. 


After reading the Administrative Admonition of Rights to an employee during a complaint 
investigation the interrogating officer shall: 


Request that the employee being interviewed sign and date the Employee Advisement Form, in 
the appropriate space; 


Sign the Employee Advisement Form as the witnessing supervisor; and, 
Attach the Employee Advisement Form the Complaint Form, as an addendum 


After the completion of the Employee Advisement Form, the employee shall be ordered to give 
a statement for administrative purposes only following the format outlined on the form. The 
interrogating officer shall sign and date the form affirming that the administrative order was 
given in the prescribed manner. 


Note - If the employee refuses to sign the Employee Advisement Form and refuses to give a 
statement, the interrogating officer shall note "Refused to Sign" on the form and have a 
witnessing supervisor sign the form. The original Complaint Form shall be revised with an 
additional charge of Insubordination and becomes part of the original investigation. 


Time Limit for Investigation of Complaint 


It is the goal of the LAWA Police to complete all complaint investigations within two months of 
the Complaint Form being received by IAU. Notwithstanding that goal, all efforts should be 
undertaken to ensure the entire complaint process is completed within the limitations 
established by law. 


The investigation shall be considered complete when the accused employee's commanding 
officer receives the completed complaint investigation for review and findings. The date of 
receipt shall be prominently noted at the beginning of the Findings and Disposition 
memorandum (Refer to Section 3/1.10). 


Disciplinary Complaint Disposition 
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Disciplinary allegations shall be dispositioned using 
only the following classifications: 


Unfounded: Means that the investigation clearly established that the allegation is not true; 


Not Sustained: When the investigation discloses insufficient evidence to clearly prove or 
disprove the allegations made; 


Sustained: When the investigation discloses that the act complained of did occur and 
constitutes misconduct; or, 


Exonerated: Means that the investigation clearly established that the actions of the peace officer 
that formed the basis for the complaint are not violations of law or department policy. 


COAP Withdrawal: This classification may only be used by the Chief of Airport Police and must 
be requested via memorandum with supporting justification. 


Penalties for Sustained Complaints 


When a Disciplinary complaint is sustained, the employee’s commanding officer may 
recommend any of the following penalties: 


No Penalty (Calif. Government Code Section 3304) 

Comment Card 

Notice to Correct Deficiency; 

Suspension; 

Discharge; or, 

Termination on probation. 

Notice to Correct Deficiency 

When it is determined that a penalty of a Notice to Correct Deficiency is appropriate, the 
employee’s commanding officer will administer discipline. Sustained complaints for which a 
Notice to Correct Deficiency is appropriate for the first offense or a related infraction include, but 
are not limited to, the following: 

Failure to qualify; 

Failure to appear in court at time subpoenaed; 

Failure to appear for training; 


Tardiness; 


Violation of Uniform Policy; 
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Notification of Investigation Results to Complainant. 


Internal Affairs Unit shall prepare a Reply Letter on LAWA letterhead addressed to the 
complainant. The reply letter shall, at a minimum, include: 


The Complaint Form (CF) number; 

The date of occurrence, or the date the complaint was reported to the LAWA Police; 
The general nature of the complaint and/or allegations(s); 

The resolution and disposition of the complaint and/or allegations; 


The general acknowledgement that appropriate action was taken, without indicating the specific 
penalty, when an allegation was sustained; 


Generally, the LAWA Police reply letter should not include the names of the accused 
employees. Provisions of State law preclude the unnecessary release of employee information 
regarding personnel matters. 


3/1.10 Preventable Traffic Collisions 


Note: Refer to Section 12/6 for Vehicle Safety Policy and Procedures: Vehicle Collision Review. 


A. 


Upon receiving the Vehicle Safety Review Panel Report package and Complaint Form, the 
Internal Affairs Unit will assign a Complaint Form (CF) Number to the Complaint Form and 
forward the Complaint Form, the Disciplinary History of the involved employee, and all related 
documentation to the involved employee's Commanding Officer. 

Employee’s Commanding Officer Responsibilities 

When the traffic collision is classified as preventable, the commanding officer shall: 

Complete the PTC portion of the Complaint Form; 

Complete the “Preliminary Case Screening” section of the Complaint Form. 

Additional Misconduct involved in the incident If additional misconduct is involved, include the 
preventable traffic collision as one of the allegations for the complaint investigation for the 
associated misconduct and list the additional misconduct (i.e. #1 - Violation of Section 
12/5.2.B.1 - Initiation of Vehicular Pursuit; #2 - Violation of Section 12/5.2.E - Pursuit Driving 
Tactics, etc). 


Forward the original completed Complaint Form and a copy of all related reports to the Assistant 
Chief, Office of Operations. 


Assistant Chief, Office of Operations - Responsibilities 
The Assistant Chief, Office of Operations, shall review all documentation of the Traffic Collision 


and complete the "Classification by Assistant Chief of Police" section of the Complaint Form. 


Manual of the Los Angeles World Airports Police 


CHAPTER III — Personnel Policy and Procedures 


The Complaint Form and all related reports shall be forwarded to the Investigations and 
Selection Unit, Internal Affairs Detail, for final processing. 
D. The Internal Affairs Unit shall be responsible for tracking all preventable traffic collisions. 
3/1.11 Findings and Disposition 
The concerned employee’s commanding officer shall draft a Findings and Disposition memorandum for 
the signature of the Chief of Airport Police. The purpose of the Findings and Disposition memorandum 
is to notify the employee of the disposition of the investigation The Findings and Disposition 
memorandum shall be forwarded with the case file to IAU. 


Note: The concerned employee’s commanding officer shall not assign or delegate drafting the Findings 
and Disposition memorandum to the initiating and/or investigating supervisor. 


A. The Findings and Disposition memorandum shall use the following headings: 
1. Adjudication; 


2. Allegation; 


3. Classification; 
4. Rationale; 
a. Training Issues; 


b. Work/Complaint History Analysis; 

C: Actions Taken; and, 

d. Recommendations. 

B. Serving of Findings and Disposition to Employee 


The involved employee's Commanding Officer, or designee shall give the employee a copy of 
the Findings and Disposition memorandum. 


3/1.12 Notice of Intent to Discipline 
The involved employee's Commanding Officer, or designee, shall, in cases of sustained allegations: 
A. Advise the employee of the specific penalty recommended by the Chief of Airport Police. 


B. Give the employee a copy of all investigative material upon which the proposed disciplinary 
action is based. 


C. Give the employee a copy of the Notice of Intent to Discipline memorandum; 
D. Notify the employee that any response, either orally or in writing, to the proposed disciplinary 


action must be made within five calendar days of service, including Saturday, Sunday and 
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holidays. 

Advise the employee that failure to exercise his/her right to a Skelly Hearing within the time limit 
stated above shall be deemed an admission of the charge(s) and a waiver of their right to an 
administrative appeal. 

Suspension or Discharge Procedures 

Suspension or Discharge of Employee 

Upon submission of the Skelly Report, and upon the approval of the Deputy Executive Director 
of Airport Law Enforcement & Protection Services, LAWA Human Resources Division shall 
compose a Notice of Discharge or Suspension, Form General 77. 


Note: Any discharge, or any suspension in excess of six working days, may be appealed to the 
Civil Service Commission. 


Involved Employee's Commanding Officer's Responsibility 


After the Form General 77 is signed by the Deputy Executive Director (or designee), the 
involved employee's Commanding Officer (or designee) shall: 


Execute the order. 
Complete the portion of the form entitled “Service of Notice.” 


Give one copy to the concerned employee. The original shall be delivered to Human Resources 
Division no later than 0900 hours of the following weekday, excluding holidays. 


Resignations or Retirements Prior to Adjudication of Complaint 


Retirements and resignations prior to the disposition of a complaint shall be noted in a 
memorandum, which will be placed in the IA package. 


Resignations in Lieu of Disciplinary Action 

A summary of the circumstances surrounding the employee's resignation and the status of the 
pending disciplinary action shall be placed on a memorandum. The memorandum, 
accompanied by a copy of the Resignation Form, shall be hand-delivered immediately to 
Internal Affairs Unit (in no case later than 0900 hours of the following business day, excluding 
holidays). The investigation of a complaint involving the resignation or retirement of the accused 
employee shall be concluded within the one year legal time limit. 

Recordation and Processing of Complaints 

Recordation 


The record and disposition of all complaints shall be maintained and accessible as part of the 
LAWA Police’s 


IA Pro System and any similar system. The records for all Complaints shall be retrievable based 
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on current record retention policy from the date reported, and access to such records shall be 
through Internal Affairs Unit. Access to such complaint records shall be on a right-to-know/need- 
to-know basis. 


B. Processing 
All internal affairs cases, including those concerning LAWA/ONT, LAWA/VNY and LAWA/PMD 
shall be processed and tracked thought Internal Affairs Unit at LAWA/LAX. Employees shall 
never transmit case files directly to any entity outside of the LAWA Police (including Human 
Resources Division and the City Attorney’s Office, without the prior approval of the 
Commanding Officer, Administration, or the Chief of Airport Police. 

3/1.16 Release of Employee Disciplinary Records 

No employee disciplinary records shall be released to any outside entity, including other law 

enforcement agencies, without the approval of the Commanding Officer, Administration. Disciplinary 

records include case files, citizen complaint information, disciplinary history summaries and all related 

documents. 

3/2 Police Officer Personnel Records 

3/2.1 Personnel Files 

Police Officer personnel files shall only be maintained in accordance with established policies of the 

City of Los Angeles Personnel Department and Department of Airports Human Resources Division, and 

within the provisions of Article 13 of the Memorandum of Understanding and California Government 

Code Section 3303 F., California Penal Code Sections 832.5 and 832.7, et. seq. 

A. City Personnel Department Files 


Only documents relative to an Officer's work history, and not of a CONFIDENTIAL nature, are 
maintained by the Personnel Department. 


1. The Personnel Department will permit any employee to review his/her file upon request and with 
presentation of valid identification. 


2. An employee's supervisor is permitted to review a subordinate's file when there is an 
appropriate supervisory responsibility. 


3. A supervisor from another City Department may review an employee's file for the purpose of 


determining the employees desirability for transfer or promotion (a pre- hiring selection 
process). 


All other access to an employee's file is denied unless a signed waiver from the employee 
authorizes access or a subpoena requests the records. 


B. Airport Human Resources Division Files 
Only documents relative to an Officer's work history, and not of a CONFIDENTIAL nature, are 


maintained by Airport Human Resources Division. 
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The Human Resources Division will permit an employee to review his/her file upon request and 
with presentation of valid identification. 


An employee's supervisor is permitted to review a subordinate's file when there is an 
appropriate supervisory responsibility. 


A supervisor from another Division or City Department may review an employee's file if hiring 
that employee. 


LAWA Police Files 

Personnel files maintained by the LAWA Police are considered a "Working Package” and may 
contain Police documents or documents not maintained in "Official" personnel files of the City 
Personnel Department or Airport Human Resources Division. 


An Officer shall be allowed to review his/her personnel file upon request and in the presence of 
a supervisor. The request shall be subject to the provisions of Article 13 of the MOU. 


An employee's supervisor shall be permitted to review a subordinate's file when there is an 
appropriate supervisory responsibility. 


Access to and control of personnel files shall be the responsibility of the Chief of Airport Police. 
All other access shall be denied. 


Requests from other City Departments or outside agencies shall be referred to the Airport 
Human Resources Division. 


3/2.2 Grievance Files 


All grievance matters are CONFIDENTIAL and shall be filed and maintained separately from personnel 
files. Access to Grievance Files shall be RESTRICTED to a "Right to Know/ Need to Know" basis. 
Access to and control of Grievance Files shall be the responsibility of the Chief of Airport Police. 


3/2.3 


Internal Affairs Files 


Internal Affairs Files are CONFIDENTIAL and access is RESTRICTED. 


A. 


Access to Internal Affairs files by LAWA Police supervisory personnel shall be on a "Right to 
Know/Need to Know" basis and with the permission of the Commanding Officer, Professional 
Standards Section. 


All other access shall be denied. 


Access to and control of Internal Affairs Files shall be the responsibility of the Commanding 
Officer, Professional Standards Section. 


3/2.4 Background Investigation Files 


Background investigation files are CONFIDENTIAL and access is RESTRICTED. 
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A. An officer shall not be permitted to review his background file. 
B. All other access shall be denied. 


Access to and control of Background Investigation files shall be the responsibility of the Commanding 
Officer, Professional Standards Section. 


3/2.5 Peace Officer Bill of Rights 

Section 3305 states, “No Public Safety Officer shall have any comment adverse to his/her interest 
entered in his/her personnel, or any other file used for personnel purposes by his employer, without the 
Public Safety Officer having first read and signed the instrument containing the adverse comment 
indicating he is aware of such content, except that each entry may be made if after reading such 
instrument the Public Safety Officer refuses to sign it. Should a Public Safety Officer refuse to sign, that 
fact shall be noted on the document, and signed or initialed by such officer." 

"...such Officer,” shall indicate the supervisor administering the document. 

No notes or reports deemed to be CONFIDENTIAL may be entered in the Officer’s personnel file.” 
3/2.6 Procedures for the Sealing of a Notice to Correct Deficiencies 


A. Information 


Refer to specific MOU’s for language regarding time periods and other requirements concerning 
subsequent incidents. 


B. Procedures 
1. Whenever an employee requests a Notice to Correct Deficiencies be sealed, the employee shall 


submit an Employees Report to his/her immediate supervisor. The report shall include the date 
the NTCD was issued. 


2. The supervisor shall: 

a. Review the request; 

b. Review the employee’s package and the MOU for the requesting employee. Determine if the 
NTCD meets the provisions of the MOU and are not part of a continuing pattern of disciplinary 
action; 

C. Contact Internal Affairs to determine if the employee is currently under investigation or if 


disciplinary action is pending; 
d. Make a copy of the NTCD; 
e. Draft a recommendation pertaining to the employee’s request; 
f. Forward the recommendation, with the attached copy of the NTCD, to the Watch Commander or 


Section Head. 
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The Watch Commander or Section Head shall review the request and recommendation and 
forward the package, along with any additional recommendations, to the Section Commanding 
Officer for approval. 


If approved, the Commanding Officer shall forward the request to the Chief of Airport Police for 
final approval. 


Upon approval of the Chief of Airport Police, a memo shall be generated requesting Records 
Unit seal the NTCD in the employee’s Division file. 


Records Unit shall generate a memo to the Human Resources Division requesting the NTCD be 
sealed in the employee’s Department file. 


The Office of the Chief of Airport Police shall issue a memo to the employee indicating whether 
the request to seal the NTCD was approved or denied. 


Review of Background or Internal Affairs Files by Outside Agencies 

Policy 

Outside law enforcement agencies with a legitimate reason for reviewing an LAWA Police 
employee's Background and/or Internal Affairs file(s) may do so, provided the agency 
representative presents a waiver signed by the involved employee. 

Two exceptions to the waiver requirement exist: 

A Discovery Motion pursuant to Sections 1043 and 1046 of the California Evidence Code; 
Pursuant to California Penal Code Section 832.7, no waiver is required if an investigation is 
being conducted by the grand jury, a district attorney's office, or the Attorney General's office 
concerning the conduct of police officers or a police agency. 

Procedures 

Requests to Review Background/Internal Affairs Files 

Whenever an outside law enforcement agency requests to review the Background and/or 
Internal Affairs file(s) of an employee of the LAWA Police, the agency shall contact 
Investigations and Selection Unit and schedule an appointment to meet with a supervisor 
assigned to that Unit. The agency shall be advised to provide a waiver signed by the employee 


prior to the appointment date and time. 


Note: No waiver is required if the information is requested pursuant to Penal Code Section 
832.7 or Sections 1043 and 1046 of the Evidence Code. 


The supervisor, upon receipt of the waiver, shall: 
Retrieve the requested file(s); 


Remain with the agency representative until the review is completed. 
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Note: All file reviews are to be completed in the Investigations and Selection Unit Interview 


Rooms. 
2. Location of Files 
a. Captain Files 


The files for personnel holding the rank of Captain are located in the Office of the Chief of 
Airport Police. 


b. Lieutenant Files 
The files for personnel holding the rank of Lieutenant are located in the Chief 's Adjutant's office. 
C. Sergeant and below Files 
The files for personnel holding the rank of Sergeant and below are located in Records Unit Office, with 
the exception of those assigned to Patrol Services Section. These files are located in the Patrol 
Services Section Captain's office. 
3/2.8 Use of Employee Comment Sheet 
A. Information 
Section 3.030 of the LAWA Administrative Manual outlines policy and procedures in regards to 
the Annual Performance Evaluations. The LAWA Police Employee Comment Sheet was 


designed to assist supervisors in evaluating employees throughout the year. 


Note: The Employee Comment Sheet shall not be used in lieu of a Notice To Correct or any 
other form of disciplinary documentation. 


B. Procedures 
1. Employee Comment Sheet 
a. Whenever a supervisor wants to make a written comment on a subordinate employee's job 


performance, the supervisor may utilize the Employee's Comment Sheet. 

Note: Comment sheets shall only deal with comments, positive or where improvement is 
needed, pertaining to job performance. These comments may come from citizens as well as 
other supervisors. They do not replace disciplinary forms already in existence. 


Since Comment Sheets are non-disciplinary and are not entered into an Employee's Personnel 
File, they are not grievable. 


(1) The commenting supervisor shall present the Comment Sheet to the employee and require the 
employee sign the Comment Sheet. A copy will be provided to the employee. 


(2) The employee may provide a written response to any Comment Sheet within 30 days of 
reviewing the comment (Section 3306, Government Code). 
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The signed Comment Sheet shall be reviewed by the supervisor's Watch Commander, Unit 
Supervisor, or Section Head prior to filing. Any written response to the comment by the 
employee shall also be reviewed by the Watch Commander, Unit Supervisor or Section Head 
and attached to the comment sheet once it is received. 


Filing of Comment Sheets 
Captains and Above 


The Comment Sheet file for Police Captains and above shall be located in the Chief's Adjutant 
office. 


Lieutenants, Sergeants, and Below 


The Comment Sheet file for Police Lieutenants, Sergeants, and below shall be located in 
Records, with the exception of sworn employees assigned to Patrol Services Section, which are 
located in the Patrol Service Section Staff Office. 


Note: Employee Comment Sheets shall be maintained in a separate file from Personnel or 
LAWA Police Personnel files. 


Annual Performance Evaluations 


Supervisors completing a LAWA Performance Evaluation shall utilize the Comment Sheets 
covering the period being evaluated. 


Comment Sheets shall be listed on the LAWA Performance Evaluation to substantiate the rating 
the employee received. Once listed and recorded, the original Comment Sheets shall be 
removed from the Comment Sheet File and attached to the copy of the LAWA Performance 
Evaluation that is given to the employee. 


No Comment Sheets pertaining to the evaluation period for which an Evaluation was completed 
shall remain in the Comment Sheet file. Additionally, copies of the Comment Sheets shall not be 
attached to the original Performance Evaluation routed to Human Resources. 


Pitchess Motion Procedures 

Information 

A Pitchess motion is a request made by a defendant in a criminal action for access to 
information in the personnel file of an arresting police officer. The name "Pitchess" comes from 
a 1974 California Supreme Court case, Pitchess v. Superior Court (1974) 11 Cal.3d 531. The 
Pitchess process is now codified in California Evidence sections 1043 to 1047. 

The theory underlying a Pitchess motion is that a defendant should be entitled to any 
information that is relevant to his/her defense. If the arresting officer's personnel file contains 
information that might bear on the defendant's claim that the officer had engaged in misconduct, 
as a matter of fairness, the defendant should have access to that information. 


Both the legislature and the courts, however, have recognized that the police officer whose 
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records are sought has an equally compelling interest in maintaining the privacy of his/her 
personnel file. The Pitchess hearing process is designed to ensure an appropriate balance of 
those two competing interests. 


Definition 


Personnel File - For purposes of a Pitchess motion this includes all records maintained by the 
employer on the arresting officer, including records of internal affairs investigations, citizen 
complaints, records in the Human Resources Department, and records containing psychological 
or other medical information concerning the arresting officer. 


This is the broad field of potential records that may be implicated. Necessarily, in each individual 
case, this broad scope is narrowed in accord with the particular charges made. Records in a 
personnel file evidencing a leave of absence for medical reasons, for example, would not be 
relevant to a criminal case where the police misconduct alleged was submission of a false 
report. The scope of appropriate and potentially relevant records in each individual case should 
be discussed in advance so that the appropriate records are provided to the court. 


Procedures 

Whenever the LAWA Police Division receives a Pitchess motion, a copy of the Pitchess motion 
is sent to the City Attorney's Office, the LAWA Police Records Unit and the LAWA Police 
Internal Affairs Unit Pitchess motion Coordinator. 


The Pitchess motion Coordinator shall: 


Immediately notify the involved officer(s), via memorandum, of the Pitchess motion, and the 
date, time and location of the hearing; 


Note: Presence of the officer at the hearing is at the officer's discretion. 

Determine what specific records are being requested by the Pitchess motion; 

Review the involved officer's Personnel Records for requested records. 

If the Pitchess motion Coordinator determines that the motion will not be opposed, the 
Coordinator will appear at the hearing and participate in an in-camera hearing with the judge in 
chambers. The judge will then determine what information will be released to the defendant's 


attorney. 


If the Pitchess motion Coordinator determines that the Pitchess motion should be opposed, 
he/she will contact the City Attorney's Office. 


The City Attorney's Office will file an Opposition to Motion for Pretrial Discovery (Pitchess 
Motion). 


The Pitchess motion Coordinator and a LAWA Deputy City Attorney will appear at the hearing 
and participate in an in-camera hearing with the judge in chambers. 


The judge will first evaluate whether the defense attorney who filed the Pitchess motion has set 
forth specific facts that support the particular records requested. 
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If it is determined that the facts do not support the Pitchess motion, the judge will deny the 
motion. 


If it is determined that the facts support the Pitchess motion, the judge will determine the type of 
records that are subject to disclosure. 


If the judge rules in favor of granting the Pitchess motion, the judge will then conduct a separate 
review of actual records from the police officer's personnel file that fall into the categories 
identified in Part a. above, and determine whether they are relevant to the underlying case and 
comply with various statutory limitations. 


Any records deemed relevant by the judge will then be disclosed to the defendant's attorney. 
Grievance Procedures 

Procedure 

Coordination 


The Department of Airports Human Resources Division, Employee Relations, is designated as 
the grievance coordination Detail for the Los Angeles World Airports. The Chief of Airport 
Police’s secretary is the LAWA Police grievance coordinator. 


Initiation 


Grievances are initiated, processed and responded to in accordance with Los Angeles World 
Airports Administrative Manual, Section 3.050. In addition, various Memorandums of 
Understanding (MOUs) between the City and employee labor organizations sometimes cover 
grievance procedures. Employee initiating, or supervisors responding to, a grievance shall 
consult both the Administrative Manual and the applicable MOU, if any. In the event that conflict 
exists between the Administrative Manual and a provision outlined in an MOU, the MOU shall 
take precedence. 


Processing 


Once an informal discussion is held, the involved supervisor shall prepare a "Supervisor's 
Report of informal Grievance Discussion" and forward it, through channels, to the grievant's 
Commanding Officer. After reviewing the grievance issues and the supervisor's response, the 
Commanding Officer shall initial the report and forward it to the Chief of Airport Police's 
secretary. 


The Chief's secretary shall cause the grievance to be logged and a folder prepared, containing 
the supervisor's report and any supporting or explanatory documents. A copy of the supervisor's 
report shall also be forwarded to the LAWA Human Resources Division, Employee relations. 


If an employee proceeds to the next step in the grievance process (Written Grievance), the 
supervisor accepting service of the grievance shall sign in the space provided on the grievance 
initiation form. All copies shall be forwarded immediately to the Chief's secretary, who shall 
distribute copies of the grievance in accordance with the Administrative Manual provisions, with 
one copy going to the grievance file prepared earlier. 
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4. The entire grievance file shall then be forwarded to the concerned Commanding Officer for 
response within the allowable time limits. 


5: After meeting with the grievant, the Commanding Officer shall prepare a written "Grievance 
Response" form and serve it to the grievant. All other copies shall be forwarded, with the folder, 
to the Chief's secretary for processing. The secretary shall distribute copies of the response to 
the Human Resources Division and to the grievance folder. 


Any appeals by the grievant shall be processed in the same manner as outlined above, with the 
originals submitted to the Chief's secretary for processing. All other copies shall be forwarded to 
the 


person reviewing the grievance. As supplemental material is obtained, it shall be included in the 
folder. The folder shall be returned to the Chief's secretary for file custody after each response. 


3/3.2 Record Keeping 


The LAWA Human Resources Division, Employee Relations, maintains official grievance documents for 
LAWA. Each grievance (including informal discussions) initiated by any employee of the LAWA Police 
shall also be recorded in a grievance folder maintained by the Chief's Adjutant. These folders are 
classified as "Confidential Files". 


There shall be no records, documents or notes placed in an employees personnel file indicating that the 
employee filed any grievance. 


3/3.3 Grievance Analysis 


The Chief shall conduct an annual evaluation of all grievances initiated by LAWA Police employees and 
shall prepare a report of the findings. The report shall include grievance issues, resolution methods, 
level at which grievances were resolved and other information that may clarify grievance issues. This 
report shall be forwarded to each Commanding Officer for review. The Command Staff shall examine 
the results of the analysis to examine grievance trends and potential agency problems. 


3/4 Distribution of Personnel and Personnel Alternatives 
3/4.1._ Watch and Days Off Bid Requests 


Officers shall submit their bids using the REQUEST FOR DAYS OFF slip noting the first and second 
choice of watch on the face of the form. Pre-approved vacation/holidays and requests for 
vacation/holidays should be noted appropriately. Requests for vacation/holidays that have not been 
pre-approved shall be accompanied with a request voucher for each event. 


A. Regular Hours of Work and Overtime 


Notwithstanding the provisions on Section 4.108 (Regular Hours of Work) and 4.113 (Overtime) 
of the Los Angeles Administrative Code (LAAC), any employee who is assigned to a law 
enforcement function (civilian or sworn) may be assigned by management a work schedule 
consisting of nineteen (19) days of work in each twenty-eight (28) day deployment period, with 
eight (8) regular days and one (1) holiday off. 
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Eight (8) Hour Minimum Attendance Requirement 

An employee shall be in actual attendance on duty a minimum of eight (8) hours every day 
he/she is assigned to work. The eight (8) hours does not include time to consume a meal 
(lunch). Adjustments to an employee's work schedule may be made in order to accomplish the 
objectives of the LAWA Police. In all cases, a regular full-time employee shall work a total of 
160 hours in each twenty-eight (28) workday deployment period. Compensated time off will be 
considered as time worked. 

Watch Bid Procedures 

Airport Police Officer 


Airport Police Officers shall complete a Bid Request Form by the last day of the deployment 
period, two deployment periods in advance. 


Example: By the last day of DP 2 for days off in DP 4 
Officers should rank each Watch in order of preference (i.e. 1st choice and 2nd choice). 


Watch bids shall be quarterly. Change of watch can be requested for DP#1, DP#4, DP#7, and 
DP#10. The last period shall be for 4 DPs in length. 


In the event there are two or more equally qualified officers in a specialty area (i.e., FTO, 
Rangemaster, etc.), who request the same Watch, seniority will prevail. 


In the event of a bonafide emergency, management may reassign officers needed for the 
emergency on the basis of reverse seniority. Such assignments are temporary for the duration 
of the emergency. 

If it becomes necessary to reassign officers in order to meet minimum deployment needs (as 
determined by management); management may reassign the least senior qualified officer(s) to 
those positions. 

Seniority for Airport Police Officers will be calculated as follows: 

Seniority will be in accordance with the LAWA Police seniority list. 

For officers hired after December 1, 1988, seniority will be based on hire dates. Where hire 
dates are equal, seniority will be based on final average scores on the list. Where the final 
average scores are equal, seniority will be based on application filing date. 


Failure to Bid. Officers who fail to submit a Bid Request during the time allowed will be assigned 
to a Watch at the discretion of the Commanding Officer. 


Change of Watch during the deployment period may be done based on Officer request (by 
seniority) or due to deployment needs. 


Day and PM mid-watches, when established, will be considered part of the primary watch for 
purposes of days off. 
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Airport Police Sergeants 


All non-probationary Airport Police Sergeants Watch and days off assignments, with the 
exception of those assignments designated as special assignments shall be by employee bid, 
using civil service seniority. 


Watch bids shall be for six (6) deployment periods. 
Days off shall be assigned using the twenty-eight (28) day deployment period. 


During emergencies, the A/B watch assignments shall be at management's discretion. 
However, efforts shall be made to accommodate employee requests. 


Management may reassign employees to meet deployment needs for up to one (1) full 
deployment period without the need to request bids. For assignments which exceed or are 
expected to exceed one (1) deployment period, management shall allow all effected employees 
to bid for their desired assignment. 


If the assignment occurs with less than two weeks left in the current period, management may 
continue the assignment through the end of the next full deployment period. 


Mutual trades of watch assignments may be granted provided that no more senior employee 
who originally bid for that watch is denied their watch preference. 


Failure to Bid. Supervisors who fail to submit a Bid Request during the time allowed will be 
assigned to a Watch at the discretion of the Commanding Officer. 


Days Off 


Days Off Request Forms shall be submitted for one (1) Deployment Period at a time (28 day 
period) 


Days Off may be in pairs, split or may change from week to week. Officers are encouraged to 
vary days and plan ahead for family or business commitments. 


Pre-planned vacation days shall be included on Bid Requests. 
The indicated symbols will be used to complete the Days Off Request Form. 


O - Regular day off 
V - Vacation 

H - Holiday 

ML - Military leave 
JD - Jury Duty 


All pre-planned maximum deployment days (i.e. training, special events, pre or post holiday 
planning) will be announced for the deployment period and will be "lined out" for maximum 
deployment. Officers should avoid requesting those days off. 

When a requested day(s) cannot be granted, supervisors will generally move the day(s) to 
adjacent days, after giving officers an opportunity to reschedule to a day that can be granted. 
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Ti Officers will be listed by seniority on the Watch Commanders worksheets so that days off will be 
granted on a seniority basis on each Watch. 


8. Days off shall be granted by strict seniority subject to adjustments needed to comply with items 
5, 6, 7, and 10. 
9. Completed Days Off Request Form shall be submitted to the appropriate Watch Commander. 


10. Completed schedules submitted by Watch Commanders are subject to review and approval of 
the Commanding Officer and may be revised at any time according to deployment needs. 


11. All Watch and Days Off shall be posted at least ten (10) days prior to implementation. 
3/4.2 9/80 Work Schedule and Holidays 


Employees working on a 9/80 schedule shall be scheduled to work one 8-hour day "short day" on the 
last day of the calendar work week in which they have already been scheduled to work four 9-hour 
days. 


A. When a holiday occurs during an employee's regularly scheduled workweek, that day will be 
considered the employee's "short day.” If there are two (2) holidays in one 80-hour bi-weekly 
period, the employee must make up the time or use one (1) hour vacation or other compensated 
time (sick time may not be used) so that hours worked will total eighty (80) hours. 


B In cases where an employee takes a holiday off, all holidays shall be used as an eight (8) hour 
day. All other days within the pay period shall be nine (9) hour days. If an employee desires to 
take the eight (8) hour day, it shall be approved by their supervisor in the pay period prior to the 
holiday and not in the same pay period where the holiday falls. Time slips should indicate eight 
(8) hours duty, and one (1) hour vacation (VC), Leave Without Pay (LW), or make- up time. 
Time slips must be accompanied with a voucher. 


All approvals shall be obtained for individual pay periods where a holiday occurs and shall not 
be assumed that once it was approved such approval is applicable to all future situations. 


3/4.3 Personnel Loans 

A. Personnel loans are not to exceed three months in duration without the express approval of the 
Chief of Airport Police (for LAX and Van Nuys) or the Commanding Officer of Ontario Police 
Section. Approval shall be granted month to month and only for just cause. 


B. Training loans will be administered in the same manner as selections for Specialized 
Assignments. 


1. Positions shall be announced as outlined in Section 3/8.2.A.1 of the Airport Police Manual; 
2. The selection process shall generally follow the same procedures as outlined in Section 
3/8.2.A.2. However, at the discretion of the Commander, Professional Standards, the selection 


process may not contain all the steps outlined in Section 3/8.2.A.2. However, the process shall 
be fair and open. 
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3/5 Payroll/Compensation 

3/5.1. Timekeeping Procedures 

Accurate timekeeping is the responsibility of the employee and supervision. Watch Commanders, 
Section and Unit Supervisors shall be accountable for the accurate timekeeping and timely forwarding 
of Weekly Time Sheets to the Timekeeper. 


A. Watch Commanders 


1. Watch Commanders shall ensure that a copy of each watch’s deployment schedule for the 
deployment period is provided to the Timekeeper. 


2. Watch Commanders shall ensure that the original copy of each watch’s deployment sheet: 
a. Has been corrected to adjust any personnel status changes; 
b. Is signed by the Watch Commander to account for the exact number of personnel deployed on 


that watch; and 
c The original copy of the daily deployment sheet is forwarded to the Timekeeper 


3. Watch commanders shall ensure that the Watch Time Book is accurate at all times. Watch Time 
Books will be subject to audit by the Commanding Officers at any time. 


B. Support Supervisors 


1. Support group supervisors shall maintain a time book, daily deployment sheet or deployment 
schedule sheet for audit. 


2 Section and Unit supervisors of support groups shall ensure that weekly processing of Weekly 
Time Sheets are completed accurately and turned in to the Timekeeper in a timely manner. Any 
daily exception to weekly timekeeping requires immediate notification, documentation and 
processing of a Payroll Adjustment Request (Pink Form) and attached voucher for prior pay 
period. 

Note: See Section 3/5.4 for instructions on the Payroll Adjustment Form. 


C. Supervisors 


Supervisors shall collect the Weekly Time Sheets and ensure that they are properly completed 
and signed by both the employee and the supervisor. 


D. Timekeeper 
The Timekeeper and all supervisors shall use the same standardized symbols for timekeeping. 
The Timekeeper shall be responsible for the accurate recording in the Master Time Book and 
timely processing of all LAWA Police time documentation. 


E. Employee 
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1. All Weekly Time Sheets and vouchers shall be signed with the employees' legal signature. 
Signature stamps shall not be used to endorse any timekeeping document. 


2. Any change of a regular day off shall require the submission of form "Request for Change of 
Day Off" to a PSS supervisor. Upon approval, any change shall be recorded accurately in the 
watch time book or schedule. 


3. Time off, other than a regular day off, shall be accurately recorded on the Weekly Time Sheet 
and a completed voucher shall be attached (i.e., vacation, sick). Time off deviations occurring 
after regular Time Sheets have been submitted shall be processed for the next pay period by 
completing a Payroll Adjustment Request and attaching a voucher to document the time off. 


3/5.2 Weekly Time Sheet 


The primary purpose for any timekeeping system is to pay employees and to distribute the cost of 
labor. Every working hour is to be reported and charged to an account number. It is the responsibility of 
each employee and his/her immediate supervisor to submit a Weekly Time Sheet for each scheduled 
workday in a timely manner. 


When an employee is not available to sign the Weekly Time Sheet, it is the responsibility of his/her 
immediate supervisor to submit the employee's Weekly Time Sheet to Records Unit for transmitting and 
forwarding to Payroll Section. 


This procedure is to be audited by Watch Commander and Unit Supervisors continuously. 


A. General Information - Weekly Time Sheet 

1. Print all information - no abbreviations except those authorized for use. 
2 Use black or blue ink pens only - No pencil. 

B: Do not use correction fluid on any forms. 

4. If a mistake occurs, cross the mistake and have a supervisor initial it. 
5, Use one character per box. 


B. Regular Time 
For the purpose of time reporting, LAWA Police's day begins with A.M. Watch at 2200 hours 
unless the employee is working overtime/ extended watch on PM Watch. All time reported after 
the beginning of the AM Watch will be dated for the following day. 

1. Timekeepers work from Weekly Time Sheets must be reviewed weekly and must be accurate 


2. Records Unit will pre-print a small number of Weekly Time Sheets for Police personnel and 
newly hired personnel with the following information: 


a. Section Name 
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Payroll Division Number - Two-digit number. 

Last four numbers of the employee's Social Security Number. 
The employee's last name. 

The employee's first initial. 

The employee's middle initial. 

The employee's Personnel |.D. No. 


Employees shall be responsible for duplicating their pre-printed Weekly Time Sheets. If the 
employee has no pre-printed time sheets left, he/she shall contact Records Unit for assistance. 


Before the submission of Weekly Time Sheets to the Records Unit, the following areas need to 
be completed: 


WEEKEND DATE - Always a Saturday. 

PP - Pay period Number - 01 to 27. 

Duty Hours Worked. 

Variation Code - leave blank if you are a full-time employee. 

COST CODE - Use "S" if you are working your regular assignment, "R" if you are working an 
assignment that is not your regular assignment, "TR" if you are attending a training class. “I” is 
reserved for deployment to PMD unless otherwise noted. 

Shift - Shade the box showing the shift you worked (D - days, S - Swings, G - Graveyard). 
Account Number - This is the Cost Center Unit number. 

Contact Payroll Division for any questions dealing with Cost Center Unit Numbers. 

Actual time worked - Mark in the actual hours worked. Start in the middle box if you worked 1 to 
9 hours. Fractions of an hour are reflected on the third box. Put a "0" in the box if there is no 


fraction of an hour in the third box. Do not use decimal points since they are already provided. 


BN - Bonuses - One letter Code. Refer to list of bonuses applicable to your Memorandum of 
Understanding (MOU). 


Comment Section - Description of Bonus Code being used. 


Example - Under comments, the PSS sergeant above would print in Comment Section "Acting 
Watch Commander." 


Totals - Add up the total hours worked for each day. Do not use decimal points in your hours. 


Signature of employee on the lower left-hand side — No rubber stamps allowed. 


Manual of the Los Angeles World Airports Police 


CHAPTER III — Personnel Policy and Procedures 


m. Signature of supervisor on the lower right hand side. 

4. For reporting Off Variations 

a. The variation Code section must be completed, and the account Number section left blank. 
b. The Shift Box, Number of Hours, Comment section and signatures must be completed as 


explained above. 
3/5.3 Weekly Overtime Sheet 


The Fair Labor Standards Act (FLSA) requires that employees be compensated for overtime in a timely 
manner. Late submission of time sheets and/oOr overtime sheets is not an acceptable reason for failing 
to comply with the FLSA. All LAWA Police Personnel shall submit overtime sheets IMMEDIATELY after 
overtime is worked. Supervisors are responsible for ensuring that overtime is accounted for and 
compensated properly and in a timely manner. 


A. General Information - Weekly Overtime Sheets 

1. Print all information - No abbreviations except those authorized for use. 

2. Use black or blue ink pens only - No pencil. 

3. Do not use correction fluid on any forms. 

4. Use one character per box. 

B. Before the submission of Weekly Overtime Sheets to the Records Unit, the following areas need 


to be completed by the employee: 


We Weekend Date - refers to the Saturday ending of each workweek. Do not use dashes, periods 
or slashes between the month, day and year. 


2. Pay period Number - 01 to 27 


3. Division Name and Payroll Number. 

4. Last four numbers of the employee's Social Security Number. 

5. Employee's full name starting with last name, then first initial and middle initial. 

aa The employee's Personnel |.D. No. 

7. Specific dates of the overtime day. 

8. "Var Code" or "Variation Code Column" - Use " PA " for overtime paid at time and a half, and 


"PB" for overtime paid at straight time. 


9. COST CODE - Use "S" if you are working your regular assignment, "R" if you are working an 
assignment that is not your regular assignment, and "I" if you are working a Movie Detail. 
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Account Number - This is the Cost Center Unit number. 

Note: Refer to 3/5.2.B.3.g for Cost Center Unit numbers by assignment. 

"Day Columns with number hours" - Reflect the number of hours/fraction of an hour under this 
column. Hours shown should be on a different line per day. Do not use decimal points since 
they are already pre-printed. 


BN - Bonuses - One letter Code. Refer to list of bonuses applicable to your Memorandum of 
Understanding (MOU). 


"Overtime Recap” - From & To" Column - Indicate per day the start and ending hour of overtime 
spent. 


Circle "AM" or "PM," whichever is appropriate. 


"Comments" or "Reason for Overtime" Section - State reason for working overtime. Number 
your reasons according to the days worked. 


Example - If you worked three days overtime, you would enter each day on a separate line. 
Then you will number your reasons under this section, regardless whether they are identical 
reasons or not, to match the day of overtime. 


Sign the form on the lower left-hand side - No rubber stamp authorized before obtaining 
Commanding Officer's signature. A signature stamp cannot be used. 


Supervisors must sign the form on the lower right hand side. 

Authorization/Approval 

Overtime shall be authorized by an on-duty supervisor at the completion of overtime. A 
complete supervisor's signature is necessary (badge numbers are not allowed as signatures). 
Weekly Overtime Time Sheet Forms (Yellow Form) must be authorized before obtaining 
Commanding Officer's signature. A signature stamp cannot be used. 

Not obtaining authorization signature may cause a delay in the recording of time. 

Overtime "authorization" and "approved" must be signed by the next higher rank of supervision. 
Acting Watch Commanders may "authorize" a sergeant's overtime. "Approval" of overtime 
requires the signature of the LAWA Police Head (COAP) or a Commanding Officer. 


"Time Off/Overtime" Voucher 


All deviations from regular time require a "Time Off/Overtime" voucher attached to the Weekly 
Time Sheet. A voucher shall be completed for any timekeeping deviation by all personnel. 


The yellow NCR copy of vouchers for either time off or overtime shall be given to the employee. 
Note: As an officer safety issue which directly relates to alertness and effectiveness, Watch 


Commanders and Supervisors shall monitor overtime usage closely and shall not permit 
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individuals to work or accumulate excessive overtime. 
Overtime for Missed Lunch 


An officer failing to request, but was not denied a Code 7 (lunch break) shall not be paid for 
missing his/her lunch. 


Court Compensation 

Sworn Employees 

Article 44 of the LAAPOA M.O.U. and Article 44 of the L.A.A.P.S.A. M.O.U. states the following: 
Basic Compensation 


An employee must report to court when subpoenaed or remains on-call. If the employee 
appears in court, the supervisor must be notified, at the latest one administrative day prior to the 
scheduled court appearance. If the employee wishes to remain on-call, the employee must be 
able to appear in court not more than one hour after being notified that the employee’s 
appearance is required in court. To appear in court more than an hour after having been 
notified will void the employees right to on-call compensation. An employee need not remain at 
home, but must be available for telephonic notification at a location where the supervisor knows 
the employee can be reached. 


An off-duty employee shall receive a minimum of four (4) hours compensation for any court day 
he/she is subpoenaed to be on call or required to appear. 


An off-duty employee shall receive hour-for hour overtime compensation for each additional 
hour of actual attendance in excess of the four (4) hour minimum, with the exception that no 
compensation will be given for the initial 60 minutes of a noontime recess. 


An employee shall not receive court on-call overtime compensation and hour-for-hour overtime 
compensation for the same time period. 


Multiple cases 


An off duty employee who receives morning and afternoon subpoenas for separate cases on a 
court day shall receive overtime compensation as in Paragraph A (1) above, for each case for a 
total of eight (8) hours. In addition, he/she shall receive hour-for-hour overtime compensation for 
each additional hour of actual court attendance in excess of four (4) hours. 


Exceptions to the Four Hour Minimum 


Court appearances or on-call status commencing four (4) hours or less before the employee’s 
regularly assigned shift begins. Compensation will be for the actual time between the 
commencement of the court appearance or on-call and the beginning of the employee’s 
assigned shift with the same noon recess provisions as outlined in Paragraph A (2) above. 


Court appearances commencing four (4) hours or less after the employee’s regularly assigned 


shift ends. Compensation will be for the actual time between the end of the employee’s 
assigned shift and the termination of the court appearance with the same noon recess 
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provisions as outlined in Paragraph A (2) above. 


Court appearances or on-call status that begins during an employee’s regularly assigned shift. 
Compensation will be for the actual time between the end of the employee’s assigned shift and 
the termination of the court appearance with the same noon recess provisions as outlined in 
Paragraph A (2) above. 


Compensation for on-call status shall not exceed four (4) hours. 
Non-Sworn Uniformed Officers 


Article 5.11 of the Safety/Security MOU states the following: 


Basic Compensation 


An employee, at the employee’s option, may report to court when subpoenaed or remain on- 
call. If the employee elects to appear in court, the supervisor must be notified, at the latest, one 
administrative day prior to the scheduled court appearance. If the employee wishes to remain 
on- call, the employee must be able to appear in court not more than one hour after being 
notified that the employee’s appearance is required in court. To appear in court more than an 
hour after having been notified will void the employees right to on- call compensation. 


An employee need not remain at home, but must be available for telephonic notification at a 
location where the supervisor knows the employee can be reached. 


An off-duty employee shall receive a minimum of four (4) hours compensation for any court day 
he/she is subpoenaed to be on call or required to appear. 


An off-duty employee shall receive hour-for hour overtime compensation for each additional 
hour of actual attendance in excess of the four (4) hour minimum provided for in Paragraph A(1) 
above, with the following noontime recess exceptions: 


Length of Recess Amount of Compensation 
Forty-Five (45) Minutes or Less None 


Forty-Six (46) Minutes or More All time over forty-six (46) 
minutes (in six (6) minute Increments) 


Note: An employee shall not receive court on-call overtime compensation and hour-for-hour 
overtime compensation for the same time period. 


Multiple Cases 
An off duty employee who receives morning and afternoon subpoenas for separate cases on a 
court day shall receive overtime compensation as in Paragraph A (1) above. In addition, he/she 


shall receive hour-for-hour overtime compensation for each additional hour of actual court 
attendance in excess of four (4) hours. 


Exception to the Four Hour Minimum 


Court appearances or on-call status commencing four (4) hours or less before the employee’s 
regularly assigned shift begins. Compensation will be for the actual time between the 
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commencement of the court appearance or on-call and the beginning of the employee’s 
assigned shift with the same noon recess provisions as outlined in Paragraph A (2) above. 


Court appearances commencing four (4) hours or less after the employee’s regularly assigned 
shift ends. Compensation will be for the actual time between the end of the employee’s 
assigned shift and the termination of the court appearance with the same noon recess 
provisions as outlined in Paragraph A above. 


Court appearances or on-call status that begins during an employee’s regularly assigned shift. 
Compensation will be for the actual time between the end of the employee’s assigned shift and 
the termination of the court appearance with the same noon recess provisions as outlined in 
Paragraph A (2) above. 


Note: Compensation for on-call status shall not exceed four (4) hours. 
Under the Department's Overtime Resolution, no overtime compensation is authorized for 


employees considered an integral part of the Department's management team and are 
designated in the category included in the Executive Level. 


3/5.4 Payroll Adjustment Request Form 


A Payroll Adjustment Request shall be submitted when an employee's Weekly Time Sheet has already 
been processed and needs changing. 


A. 


1. 


General Information - Payroll Adjustment Request 

Print all information - no abbreviations except those authorized for use. 
Use black or blue ink pens only - No pencil. 

Do not use correction fluid on any forms. 

Use one character per box. 

This form is used to correct prior pay period transactions. 


Before the submission of the Payroll Adjustment Request to the Records Unit, the following 
areas need to be completed by the employee: 


"Pay Period Ending" - refers to the second Saturday of the pay period. Do not use dashes, 
periods or slashes between the month, day and year. 


Payroll Division Number. 

Last four numbers of the employee's Social Security Number. 

The employee's Personnel I.D. No. 

Employee's full name, starting with last name, then first initial and middle initial. 


"From" Section - This section should show the original entry submitted for the adjusted day. This 
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entry can be a multi- line entry (Example - the employee originally filled out the regular Weekly 
Time Sheet for partial work hours and partial vacation time). 
Under the "From" section, fill in the following boxes: 
a. "Var Code" or "Variation Code Column" - Write in the variation code (Example - SK for sick, VC 
for vacation, etc.). Refer to the Weekly Time Sheet for a complete list of variation codes. Do not 


write anything in the boxes if referring to regular hours worked. 


b. COST CODE - Use "S" if you are working your regular assignment, "R" if you are working an 
assignment that is not your regular assignment, or "I" if you are working a Movie Detail. 


C: "Date of Record" - Write in month, day and year. Do not use dashes, periods or slashes 
between the month, day and year. 


d. "Shift" - Mark this box only if it was not your regular shift. 


e. “Account Code” — Fill out these boxes for Cost Center Unit numbers only. Do not write in Cost 
Center Unit numbers for variation like VC, SK, etc. 


f. “Time/Hours/Fraction of an hour" - Indicate original numbers of hours being corrected. 
g. "BN" - Indicate bonuses originally submitted or paid. 
6. "To" Section - Complete this section with the corrected information and follow the same 


instructions as shown in the “From" Section but in reference to the correct information. 
7. Sign and date the form on the lower left-hand side - No rubber stamps allowed. 
8. Supervisors must sign and date the form on the lower right hand side. 
3/5.5 Computer Generated Forms 
Computer generated Weekly Time Sheets, Weekly Overtime Sheets, and Payroll Adjustment Request 
forms are available for employee use. These forms can be found on the LAWA Intranet website at 
http://lawahome/istrc/Graphics/welcomes.html. Click "FAMIS," click "Forms" on the FAMIS Navigation 
Menu, then scroll down to the name of the desired form. Instructions for completing these forms are 
available on the same page. 
Employees using computer-generated forms shall print the form on the correct color paper (i.e. - white 
paper for the Weekly Time Sheet, yellow paper for the Weekly Overtime Sheet and pink paper for the 
Payroll Adjustment Request). These forms shall be processed as outlined in Sections 3/5.2, 3/5.3 and 
3/5.4. 
3/5.6 Payroll Deadlines 
A. Weekly Time Sheets 
1. All Weekly Time Sheets shall be submitted to the Records Unit as indicated below: 


a. The first week of the payroll period's Time Sheets are due by Sunday at 0800 hours (i.e. - Time 


Manual of the Los Angeles World Airports Police 


3/5.7 


CHAPTER III — Personnel Policy and Procedures 


Sheets for March 31, 1996 to April 6, 1996 are due by 0800 hours on Sunday, April 7, 1996). 
The second week of the payroll period's Time Sheets are due by Wednesday at 2400 hours, 
and shall be completed through the end of that week (i.e. - Time Sheets for April 7, 1996 to April 
13, 1996 are due by 2400 hours on Wednesday, April 10, 1996). 


To prevent delays, Weekly Time Sheets should be accurately completed and signed by 
supervisors 


before submitting to the Records Unit. 


PSS employees shall submit their Time Sheets for the second week (early closing date) even if 
they do not have a supervisor's signature for Thursday to Saturday of the second week. 


Each Section/Unit will handle their own timekeeping and submit Weekly Time Sheets, Weekly 
Overtime Sheets, and Payroll Adjustment Requests to their assigned Timekeeper. 


Payroll Adjustment Requests 

Payroll Adjustment Requests shall be submitted to the timekeeper no later than Thursday 
morning of the second week of the payroll period, to be included in the present pay period 
closing work. Otherwise, the adjustments will not be amended until the following pay period. 
Each Section/Unit shall submit Payroll Adjustment Requests to their assigned Timekeeper. 
Weekly Overtime Time Sheet 

Any overtime worked and not submitted as of the second week deadline will not appear on the 
following payday, but will be paid the following payday (i.e. - Overtime submitted after April 10, 
1996 will not be paid in the April 24 paycheck, and will be instead paid on the May 8, 1996 
paycheck). 

Each Section/Unit will submit Weekly Overtime Sheets to their assigned Timekeeper. 
Overtime must be submitted to Payroll no later than the pay period after it is worked. Late 
submission of overtime adversely affects budget projections and does not allow Accounting 
Division to match expenses against the periods in which it is authorized. Additionally, late 
overtime timesheets require additional processing steps which cause delays in processing other 
payroll related documents. Employees are reminded that overtime submitted late is subject to 
delay in payment. Failure to adhere to this policy may result in the offending officer being denied 
voluntary overtime assignments. 

Payroll Checks and Direct Deposit Slips 

All payroll checks and direct deposit slips shall be distributed by the Records Unit. 

All payroll checks must be signed for. No signature shall be required for direct deposit slips. 


The Monday following payday, all checks unclaimed shall be returned to Payroll unless Records 
Unit receives other instructions. 
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Unclaimed direct deposit slips shall be distributed to sections, units or shifts for distribution by 
supervisors. 


3/5.8 Release Time - LAAPOA (Los Angeles Airport Peace Officer Association) 


In accordance with MOU 30, members of LAAPOA may be granted release time. All Weekly Time 
Sheets pertaining to Release Time/ Union Activities shall be submitted as regular time on duty, but 
marked RELEASE TIME/UNION ACTIVITIES in the "Comments" section of the Time Sheet. This will 
allow LAWA Police and the Accounting Division to keep an accurate account of time used for union 
activities. 


3/5.9 Assignment of Overtime 


A. 


Voluntary Overtime- General Policy 


LAWA Police recognizes that voluntary overtime assignments are desirable to most, but not all, 
personnel. LAWA Police is committed to a fair and equitable distribution of overtime hours. 


Note: At no time shall an employee work more than 128 hours of voluntary overtime in one 
deployment period. A deployment period is defined as a 28-day period. 


Procedures for Requesting Overtime 

Employees requesting overtime shall complete an "Overtime Request and Assignment 
Document" and submit the form to a supervisor from the Watch or unit offering the overtime 
assignment. 

The supervisor shall: 


Determine whether the employee is eligible and qualified to work the overtime position; 


Employees determined to be eligible to work overtime shall adhere to the guidelines set forth by 
the Watch or unit offering the overtime. 


Employees placed on suspension, shall be ineligible to work voluntary overtime. 


Employees on vacation may work overtime, provided the overtime is not on the employee's 
regularly scheduled duty hours. 


Employees on any type of leave status (Maternity, Family, Sick, Family Illness, etc.) shall be 
ineligible to work voluntary overtime. 


Note: This type of voluntary overtime may only be approved by the Chief of Airport Police during 
extended alert periods. 


Employees who fail to appear for a voluntary overtime assignment and were not excused from 
the assignment by a supervisor for a legitimate reason (i.e. — sick, emergency vacation, etc.) 
shall be ineligible to work voluntary overtime for one deployment period. 

Note: For uniformed civilian employees, the period for ineligibility to work voluntary overtime will 
be 30 days. 
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Employees on long term illness or light duty status shall only be eligible to work voluntary 
overtime in positions which do not conflict with the employee's work or medical restriction(s). 


No employee shall be assigned to, nor may accept voluntary overtime for more than 16 hours of 
law enforcement activities within a 24 hour period. The 16 hour limit is a combined total of both 
regular and overtime hours. However, if the officer is involved in an incident or arrest, this rule 
shall be waived. 


For purposes of this section, active means performing regularly-assigned duties. 

ASOs may not accept voluntary police watch overtime if they have worked a police watch or an 
active Aircraft Rescue and Firefighting (ARFF) shift 8 hours prior to the overtime shift. If an 
ASO has worked a police watch or an active ARFF shift within the last 8 hours and they are 
scheduled to work voluntary overtime, they must inform their supervisor of such and decline the 
voluntary overtime. The supervisor shall inform the person responsible for scheduling the 
overtime as soon as possible to facilitate finding a replacement. 

Determine deployment needs; 


Supervisors shall give a written response to all Overtime Request and Assignment Documents 
within two (2) days of receiving the request. 


If disapproved, write "Disapproved" on the right top side of the Document and forward the 
Document to the requesting employee; 


If approved, complete the "Assignment" portion of the document and forward a copy of the 
Document to the requesting employee. 


All original copies of approved Overtime Request and Assignment Documents for Patrol 
Services Section shall be retained by the Operations Center for audit purposes. 


Other Sections utilizing the Overtime Request and Assignment Document shall retain their own 
copies for audit purposes. 


Employee Responsibilities 


Employees accepting overtime shall be responsible for reporting at the assigned time with all 
applicable equipment and/or uniforms. 


Employees unable to report due to illness, emergency, etc., shall be responsible for notifying the 
unit's supervisor prior to the start of their O/T assignment. Failure to do so may result in future 
disciplinary action. 

Overtime Detail Assignment Procedures 


For the purpose of this procedure, details are defined as, but not limited to, movie details, 
dignitary protection, and checkpoint details within the LAWA Police Division. 


All overtime positions in this category shall be posted or emailed for voluntary sign up. 
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The sergeant coordinating the detail shall email or post a notice of the assignment at a 
designated location at the Airport Police facility, office and/or on the Bulletin Board of the 
location offering the detail. The posting of positions available for overtime shall be posted as 
soon as the detail is approved. 

Hiring for the detail shall occur as soon as practical prior to the detail. 

In the event the detail becomes available with less than 24-hours notice, the sergeant shall 
make the hiring decisions consistent as possible within this procedure and the operational 
needs of the detail. 


The sergeant selecting officers for an overtime detail shall be responsible for tracking eligibility 
and priority of officers requesting the detail. 


In the event an officer is hired for an overtime position within 48 hours of the start time of that 
position, the supervisor shall make a courtesy notification to the employee. 


Distribution of Overtime 


Officers interested in working overtime at other locations other than the one they are stationed 
at should express such interest to the supervisor responsible for coordinating detail overtime. 


LAWA/ONT Police Services and Safety Division have established a system of tracking voluntary 
overtime worked by APOs and ASOs. (See Section 3/5.9 C. 5. below for further details on the 
Point System). Overtime details located at ONT shall be distributed using the Point System. 
Mandatory Overtime — Airport Police Officer (APO) 

Minimum Staffing 

Whenever a supervisor determines the number of employees scheduled to work is below 
minimum needs, or if an event occurs requiring more personnel than scheduled, he/she may 


assign employees to work overtime on a mandatory basis. 


When assigning overtime on a mandatory basis to fill minimum staffing needs, selection of 
personnel should be done by using reverse seniority, with the following exceptions: 


Except in an emergency, no one may be assigned to work more than sixteen (16) hours within a 
24 hour period; and, 


Not more than one time in any seven consecutive days. 


In such cases, the next eligible employee of higher seniority may be assigned. The reversed 
seniority list shall be used until depleted. 


Exception: If all available personnel have worked mandatory overtime that week, employees 
with the lowest seniority shall work a second overtime assignment. 


Operational Need/Interest of the City 


Not withstanding the above, a supervisor may order an employee to work anytime it is believed 
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there is an operational need to do so, or that doing so would be in the best interest of the 
Department/City. 


An employee so ordered is entitled to any compensation required by law or called for on the 
MOU for their classification. 


Mandatory Overtime - Airport Safety Officer (ASO) 


The following procedure shall be followed for the force hiring of overtime for Airport Safety 
Officers (ASO). 


Additionally, this procedure creates a “Point” system for monitoring overtime worked by APOs 
and ASOs at LAWA/ONT. 


Furthermore this procedure establishes a rotating reverse seniority system for the force hiring of 
Airport Safety Officers. 


Within this procedure the terms “Assign Hire” and “Force Hire” have the same meaning. An 
officer is working an assignment on a non-voluntary basis. 


Officers assigned to an overtime assignment shall be responsible for reporting at the assigned 
time with all- applicable equipment and/or uniforms. Officers unable to report due to illness or 
emergency shall notify the on- duty watch commander as soon as possible. Failure to do so 
may result in future disciplinary action. 


For the purpose of this procedure the following groups of employees have been established. 
ASOs may request exemption from force hire for platoon duty and routine patrol and terminal 
assignments. Due to the unique nature of their dual roles the ASOs requests for exemptions 
shall be submitted to and approved by Chief of Safety Division at least fourteen calendar days in 
advance. ASOs are allowed to submit four exemption requests per calendar year. If more than 
one officer requests the same period of time for exemption the number of officers given an 
exemption 

shall be at the discretion of the Chief of Safety Division. Exemptions will be granted on a “First 
come, First Served” basis. In the event more than one officer submits a request on the same 
date 

seniority shall prevail. 

Restrictions to Force Hires 

Below is a list of restrictions to the force hiring of ASOs. 

No ASO will be force hired to work more than 16 hours, of police watch, in any 24-hour period. 


No ASO will be force hired to an assignment that results in less than eight hours of turn around 
time to their next regular platoon duty assignment. 


No ASO can be force hired to work more than six days in a seven-day period, regardless of the 
day worked being scheduled, voluntary or force hires. 
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No ASO will be force hired more than three times in a seven-day period. 


If the ASO is ending a platoon duty assignment of 48- hours, the ASO shall have a minimum of 
12 hours off until the next force hire assignment. This requirement shall apply to only those 
ASOs that are coming off duty from an AM Watch police duty at the end of the 48 hours. The 
amount of overtime worked shall not exceed 8 hours. 


If the ASO is ending a platoon duty assignment of 72- hours or more, the ASO shall have a 
minimum of 12 hours off until the next force hire assignment. 


No ASO will be force hired on a day they have off as the result of a “trade.” 
Scheduled Overtime 


ASOs will use the established “Point System” for determining selection of volunteer overtime. 
When an ASO is hired for a routine patrol or terminal assignment they shall be given ‘points’ 
based upon the established point system. It shall be the responsibility of the Police Sergeant 
assigning the ASO to voluntary overtime to either notify a Senior Airport Safety Officer of the 
hiring and the requisite point value or to log in the requisite point value themselves according to 
the established Point System. 


Force Hire 


ASOs will use the established “Force Hire List” for determining which ASO is to be force hired to 
backfill routine patrol or terminal assignments. 


Emergency/Unusual Occurrence, National Emergency 


By definition, the 24-hour shift of ASOs constitutes eight hours of law enforcement and sixteen 
hours of crash rescue watch. In the event of a national emergency, unusual occurrence or 
natural disaster, there may be a need for the Commanding Officer, Police Service to modify the 
24-hour shift to twelve hours of law enforcement. 


The Commanding Officer, Police Services, with the concurrence of the ONT Airport General 
Manager, may make the modification. 


Point System Process 


The point system will consist of each officer having a point card in a card file box. When an 
overtime point is given to an officer their card will be placed in a position in the card filling box 
corresponding to the total amount of overtime points accumulated (Example: 1 point next 2 
points, etc). If there is more than one officer with the same point total the position of the card 
shall be based on the last date the officer worked overtime. The card will be place ina 
descending order by date for that point total. 


Example: Officer A has 2 points, Officer B has 2 points, Officer A worked his overtime on 2-2- 
05, Officer B worked his overtime on 2-1-05, Officer B’s card would be placed in front of 
Officer's A card. If there continues to be a tie this process of looking at the previous overtime 
date will continue until the tie is broken. 
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When two or more officers are vying for the same overtime position the supervisor assigning the 
overtime will check each officer's accumulated overtime point total. The officer with the least 
amount of overtime points shall be assigned the overtime. If two or more officers have the same 
point total the overtime will assigned to the officer who is first in that point position as described 
above. 


In the event an officer declines an overtime position that was signed up for, the officer will be 
assessed the points as if he had worked the position. 


Points are given as follows: 8 hours or less = 1 point. More than eight hours to 24 hours = 2 
points. ASOs working a 24-hour platoon duty overtime assignment shall receive 2 points. 


Voluntary Overtime Points 


Overtime points shall be used to reflect overtime worked by officers. The purpose of points is to 
monitor which officers are working overtime and to break a “tie” in the case where two officers 
are vying for the same overtime position. 


Points are assigned when an officer works any type of voluntary overtime. The following are 
exceptions: 


Points are not given for court overtime. 
Points are not given for extended Watch overtime (example: Radio call or to complete a report). 


Points are not given when an officer adjusts their beginning/end of watch to accommodate an 
unexpected delay in relief. 


Overtime points are zeroed out at the end of each calendar quarter. The APO point system will 
include that at the zeroing out of points, cards will be place in order from highest seniority officer 
to lowest. 


Rotating Reverse Seniority Force Hire List Procedures 


A Rotating Reverse Seniority Force Hire List for APOs will be established and maintained in the 
following manner. The Rotating Reverse Seniority Force Hire List will start with the least senior 
officer at the top on the list and progress down in seniority to the most senior officer. When a 
supervisor force hires from the Rotating Reverse Seniority Force Hire List, they will hire the first 
available officer in descending order from the first officer on the list to the last. When an officer 
is force hired he will be placed on the bottom of the list along with the date hired. In the event 
two or more officers are force hired for the same date, the officers will be placed in descending 
order for that date by the date of the previous force hire. 


Example: Officer A & B where force hired on 3-2-05, Officer A was last force hired on 12-22-05, 
Officer B was last force hired on 12-25-05. Officer A would be placed above Officer B at the 
bottom of force hire list. Each officer continues to move up the list until they are force hired at 
which time they will be moved to the bottom of list and the process continues. At the start of 
each calendar quarter the list will be reestablished with the least senior officer at the top of the 
list and progress down in seniority to the most senior officer. 


Audit Rights and Responsibility 
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Management will allow a duly appointed representative from LAAPOA to monitor and audit the 
overtime points earned. The duly appointed representative should schedule an appointment the 
scheduling sergeant or designee to gain access to overtime point cards and daily deployments 
at least 48 hours in advance. 


3/5.10 Holidays 
A. Holiday Provisions - MOU 30 and 39 


Employees in MOU 30 and 39 shall cease receiving any holiday or holiday pay or benefits and, 
instead, shall receive thirteen (13) extra paid vacation days per annum. 


B. Saved Holidays 


Employees are responsible for maintaining and tracking their own saved holiday time. Failure to 
do so may result in docked hours and generation of an Attendance Deviation Report. Failure to 
use saved holidays or request to be paid for saved holidays within a twelve (12) month period 
will result in the loss of the holiday. 


1. Whenever an employee attempts to use a saved holiday twice, resulting in docked hours, the 
employee's supervisor shall not allow the employee to use a vacation day or sick day for the 
docked hours. 


2. Employees are prohibited from using a saved holiday on the actual date of another holiday. 
3/5.11 Military Leave With Pay 


Pursuant to Section 4.110 of the City of Los Angeles Administrative Code and Section 395.01 of the 
California Military and Veterans Code, an employee of the LAWA Police is granted military leave with 
pay, such leave to be for a maximum of thirty (80) eight (8) hour calendar days per fiscal year. This 
thirty (80) day period includes eight (8) regularly scheduled days off. Consequently, employees are not 
entitled to claim time off for days off missed during military leave. 


In addition, a leave granted for “weekend drills” is not considered part of the 30 day military leave. 
These days shall be taken as regular days off without pay. 


Note: This policy does not pertain to those employees who are members of a State Military Reserve 
and are ordered to active duty during times of war, rebellion, insurrection, riot, public calamity or 
catastrophe and other emergencies as set forth in Military and Veterans Code Sections 142, 143, and 
146. 


A. Employees who receive orders to report for military duty shall immediately forward a copy of the 
orders to his/her Commanding Officer who will notify the employee's immediate supervisor of 
the military leave. The supervisor shall ensure submitted timesheets reflect military leave. 


B. The Commanding Officer shall forward the orders to Human Resources Division, who will verify 
the validity of the orders and determine whether the orders are for paid or non-paid military 
leave. 

C. Human Resources will contact the Airport Police Timekeeper whether the employee's military 
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leave is paid or non-paid military leave. Payroll Division shall also be contacted to ensure proper 
timekeeping. 


3/5.12 Rest Periods 


MOU #80 - Article 4.5, MOU #89 - Article 29, MOU #18 - Article 4.3, and MOU #12 - Article 30 reads as 
follows: 


"Each employee shall be granted a minimum of fifteen (15) minutes rest period in each four (4) hour 
period; provided, however, that no such rest period shall be taken during the first or last hour of an 
employee's working day nor shall such rest period exceed fifteen (15) minutes without the express 
consent of the designated supervisor. 


Management reserves the right to suspend the rest period or any portion thereof during an emergency. 
Any rest period so suspended or not taken at the time permitted shall neither be accumulated nor 
carried over from one day to any subsequent day, or compensated for in any form." 


Code 15 is used to request a rest period. Officer's Call is used when uniformed employees call out of 
service to use restroom facilities. Generally an Officer's Call should take less than 15 minutes. 


A. LAWA Police uniformed employees shall contact Communications Unit to request a Code 15, as 
outlined in Section 13/2.C.23, or Officer's Call, and give the location where the Code 15 or 
Officer's Call will be taken. An Officer's Call shall not be requested in lieu of a Code 15. 


B. At the end of the Code 15 or Officer's Call, the officer shall contact Communications Unit and 
show him/her "clear." 


C. A supervisor shall be contacted whenever a Code 15 or Officer's Call exceeds fifteen (15) 
minutes. 
D. Employees may also request a combination of a Code 7 and 15, which shall not exceed forty- 


five (45) minutes. However, at no time is travel time authorized for Code 7 or Code 15. 

Ey Officers may not combine two Code 15's. 

F. Supervisors may, at any time, deny a Code 15 when an emergency arises, or question the 
location where the Code 15 or Officer's Call was taken or circumstances of why the Code 15 or 
Officer's Call was taken 


3/5.13 Call Back Pay 


A. Call back pay provides compensation whenever employees are ordered to return to duty by 
Management while off-duty. 


B. Mandated Department Meetings 


Officers required to attend mandated Department meetings during their time off would receive a 
minimum of four (4) hours premium pay and hour-by-hour overtime compensation thereafter for 
each additional hour of attendance at a meeting, as long as the four hours do not overlap any 
part of the officers’ regular working hours. If any part of the officers' overtime overlaps regular 
working hours, the officer would only receive overtime compensation for the time they are off 
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their regular shift. The beginning of the officers’ regular time automatically reverts officers to 
straight time, even if they remain in the meeting. 
The following exceptions apply: 
Meeting commencing four (4) hours or less before the employee's assigned watch; 
Meeting commencing less than one (1) hour after the employee's assigned watch; 


Meetings that begin during an employee's assigned watch and terminate after the assigned 
watch. 


Compensation for the three exceptions listed will be on an extended watch, hour-per-hour basis. 


Note: Under no circumstances shall an officer self- deploy to a meeting. The attendance of the 
officer must be mandated by Management. 


Employee's Benefits 

Vacation 

Annual Vacation Schedule 

Vacations shall be scheduled for the LAWA Police according to the following guidelines: 


Vacation bids may be accepted during the last two months of the current year for the following 
year. For example, 1996 bids may be accepted in November and December, 1995. 


Management shall have the right to determine the maximum percentage of personnel, within 
any given Unit or section, granted vacation for any particular time period. Bids for Patrol 
Services Section shall be based upon the total Sectional strength, with the exception of the Bike 
Patrol Unit. Vacations shall be granted by SENIORITY. 


Separate Units or Details of each Section, other than Patrol Services Section, shall have the 
responsibility to bid and assign vacations based upon the deployment needs of the individual 
Unit. Vacations shall be granted by SENIORITY. 


Officers may bid for one "annual vacation." They may submit a bid for their first choice for that 
vacation and a second choice should the first one be denied. The officer shall clearly indicate 
first and second choice on the bid request forms. Annual vacations shall be granted using 
SENIORITY and the authorized percentage of personnel allowed off for any given period as 
determined by management. No officers "second choice" bid may be granted ahead of a more 
senior officer's "first choice" bid. 


Officers may request additional vacation time over and above their one "annual vacation." 
however, only the "annual vacation" shall be granted based on SENIORITY Additional vacations 
shall be granted based on deployment needs and on a "first come, first served" basis. 

Loans of Personnel 


Because Civil Service seniority is the primary criteria for granting a vacation request, planning of 
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deployment needs of watches is necessary, and in some instances might require loans of 
personnel to other assignments during peak vacation periods. 


When loans of personnel become necessary to cover allocations for vacations, loans shall be 


determined: 
1. Voluntarily by most seniority; or, 
2. Mandatory by least seniority. 
C. Scheduling of Supervisory Vacations — Holiday Season 


Due to the volume of requests for vacation during the month of November-December, there is a 
need to coordinate the scheduling of vacations for supervisors. 


1. All vacation requests submitted by supervisors for this period shall be forwarded to the 
supervisor's Section Commander for review prior to approval to ensure adequate coverage of all 
Section. 

2. Pre-approved vacations for this period shall be forwarded to the Section Commander for 


inclusion on the schedule. 


Section Commanders shall prepare and maintain supervisory vacation schedules for their 
Section and be prepared to make supervisory loans to accommodate Sections with a heavy 
vacation schedule. 


3/6.2 Job Actions and Employee Request for Time Off 

Consistent with departmental strike plans, a uniform and consistent application of established policy 
regarding employee requests for time off during a job action shall be observed throughout the city. It is 
established policy that employees will not be paid during their participation in a job action. 

Certain provisions of the Administrative Code and the Personnel Resolutions of independent 
departments allow an employee to request a leave with pay for employee illness, illness of a family 
member, death of a family member, or vacation. Those same provisions also establish the basis upon 
which an appointing authority may approve such requests. 

In the face of a job action, it is particularly important that management continues to exercise its 
discretion in approving such requests. Appointing authorities must not permit employees to use paid 
leaves of absence to cover time lost as a result of participation in a job action. 


The guidelines below should be observed in order to insure uniformity of approval of the above types of 
leaves of absence throughout the City, should a job action occur. 


A. Employee Illness 


Requests for sick leave for any period of time must be accompanied by a doctor's certificate or 
other satisfactory medical proof, which verifies the illness and the necessity of the absence. 


B. Illness of Family Member 
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Consistent with leave for employee illness, an employee must provide a doctor's certificate or 
other satisfactory medical proof of the illness of a family member, which necessitated the 
employee's absence. Please note that the definition of "family member" may vary from one 
Memorandum of Understanding to another. 


C. Death of a Family Member 


When requesting a leave based upon the death of a family member, an employee must provide 
a death certificate or other satisfactory proof (e.g., obituary notice) of the death of a family 
member. As noted above, the definition of family member may depend on the employee's MOU. 


D. Vacations 


It is standard personnel practice that a request for vacation must be submitted by the employee 
in advance of taking vacation time off. Once a job action has been announced or has 
commenced, management must continue to approve only those requests "when the employee 
can be reasonably spared." The need to withdraw approval of vacations approved prior to the 
announcement or commencement of a job action should be determined on a case-by-case 
basis with staffing requirements in mind. It is vitally important that City management act 
uniformly and fairly at all times in its relations with employees and particularly in the context of a 
job action. 


3/6.3 Outside Employment 

Employees engaged in outside employment, self-employment, or who participate in any outside 
business activity must comply with Section 5.040 of the LAWA Administrative Manual, by submitting a 
Report of Outside Employment and receiving approval from the Departmental Personnel Officer. 
Police trainees and probationary employees are generally prohibited from engaging in any outside 
employment or business activity that would impact their training capabilities or conflict with their ability 
to complete the academy. Any Report of Outside Employment submitted by such personnel shall be 
reviewed on a case basis by the COAP or designee. 

3/6.4 Sworn LAWA Police Employees Employed as Armed Security Officers Off-Duty 

Section 7580 of the California Business and Professions Code requires anyone, including Peace 
Officers, employed as a security officer to obtain a Guard Registration card from the California Bureau 
of Security and Investigative Services. In addition, if the assignment requires the guard be armed, the 
guard must obtain a Permit for Exposed Firearm from the same Bureau. 


However, peace officers employed as Private Security Guards and/or Patrol Officers for a Public Entity 
are exempt from these provisions pursuant to California Penal Code Section 70 (c). 


A. LAWA Police employees who wish to work off-duty shall follow the Outside Employment and 
Business Activity Policy as outlined in Section 5.040 of the LAWA Administrative Manual. 


B. Additional Documentation Requirement 
Employees who wish to work off-duty as security officers shall: 


1. Attach a copy of their current Guard Registration card to their Report of Outside Employment or 
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Business Activity; and, 


2. If the assignment requires a firearm to be carried, a copy of a current Permit for Exposed 
Firearm shall also be attached. 

C. Employment as Personal Security 
Special consideration shall be given for requests to work off-duty for an individual for personal 
security (i.e.— Body Guard). This is to ensure that such employment would not be in conflict 
with, inconsistent or incompatible with the employee's duties and responsibilities and/or the 
functions of the LAWA Police. 

Restrictions 

di Employee who are relieved of duty, on administrative leave, carried on long-term sick or Injury 
On Duty (IOD) status, or on Probationary status are prohibited from engaging in outside 
employment. 

2. The following shall not be approved for Outside Employment: 

a. Employment as a Process Server or as a Bail Recovery agent; 

b. Employment by a Criminal Defense Attorney in Los Angeles County or an Attorney or legal firm 
involved in pending litigation against the City of Los Angeles, the Los Angeles World Airports, or 
the Los Angeles World Airports Police; 

C: Employment as a Traffic School Instructor in the same Judicial District as the employee; 

d. In any location where a labor dispute or strike is in process or anticipated; 

e. At any location where the sale of alcoholic beverages is the principal business. 

3. Employees shall not carry or use any City issued equipment, including firearms and/or 
handcuffs, during authorized (off-duty) outside employment. 

3/6.5 Podium Detail Sign-up Guidelines 

A. In order to create a fair and equitable process for all officers interested in working overtime on 
the podium detail, the following procedures have been instituted for podium detail sign-up: 

1. Officers must complete an availability sheet listing the days they are available to work the 
podium detail. Availability sheets may be submitted immediately after the posting of the 
upcoming Deployment Period on the bulletin board adjacent to the roll call room, which will 
occur on the 4th Tuesday of the current DP. 

2; Availability sheets shall be submitted to a supervisor who shall sign the sheet in the upper right 
hand corner. The supervisor's signature shall include their name, serial number, and date and 
time the form was received. Completed forms shall be placed in the Podium Detail notebook 
and forwarded to the PSS Administrative Office for further processing. 

3. Availability sheets will be accepted up until 0001 hours on the last Sunday of the Deployment. 
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4. Based on the number of voluntary overtime submittals, along with the total number of podium 
slots, staff will formulate an equitable distribution of individual overtime assignments. 


1. The finished Podium Detail assignments shall be posted on the bulletin board adjacent to the 
roll call room. 
B. Officers must follow Airport Police Policy and Procedure Guidelines (Section 3/5.9) regarding 


appropriate and timely notification in the event they cannot fulfill their overtime commitment. In 
the event that an officer cannot fulfill their overtime commitment, an alternate will be selected 
using the previously submitted availability sheets. 


C. Officers desiring to mutually trade overtime assignments shall complete a “Change of Day-Off 
Request” slip. In order for the trade to be valid, the trade slip must be signed by both parties and 
submitted to the on-duty Watch Commander or patrol supervisor for approval. The Watch 
Commander shall forward the slip to the PSS Administrative Office for filing. 


D. Officers who fail to report for overtime three times in any deployment period shall be suspended 
from working overtime for a period of six months and may be subject to progressive discipline. 


3/7 Miscellaneous Provisions 
3/7.1_ Minimal Time Off With Pay 


Per Article 52 of the Clerical MOU, employees may be allowed minimal time off with pay. For the 
purpose of this Section, minimal time off shall be referred to as "make-up time." 


A. Make-up time is only to be used for urgent personal business. Time can be made-up only in 
increments of one (1) hour. (Refer to Article 52 of the MOU). 


B. Make-up time cannot be used to compensate for an employee being tardy to work and/or from 
lunch/break. When an employee has an emergency prior to reporting for duty and desires to 
make-up the time he/she must obtain prior approval from the on duty senior-clerk typist. (The 
one hour rule still applies). 


C. An employee's lunch period cannot be used as a period to make-up time. The time has to be 
made up during the normal course of the business day for the Police Records Unit. 


D. The make-up time for the Day Shift shall begin immediately following employee's normal shift. 
Day Shift can work after normal shift. 


E: PM Shift can make-up time prior to normal shift. The PM Shift can make-up time prior to the 
beginning of the employee's normal shift. 


Fs The make-up request must be submitted to the employee's immediate supervisor and approved 
by the Principal Clerk. 


3/7.2 Serial Numbers 


A. Airport Police Classification 
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A five digit numbering system has been developed which meets the functional criteria of the 
LAWA Police that distinguishes between Airport Police Officer classifications and other 
civilian/support personnel. The serial numbers assigned to personnel of the Airport Police 
Officer classification should not be confused with the Department issued "employee number" for 
the purposes of City, Department and Accounting identification. The LAWA Police Serial 
number shall be used for all LAWA Police activities requiring a serial number, such as reports, 
subpoenas and rosters. 


The five digit serial numbers shall be assigned based upon the following criteria: year of hire 
into the Airport Police Officer classification determining the first two digits; the remaining three 
digits shall be assigned consecutively. 


Example: "87259" (87 year hire + 259 consecutive #) 
Security Officer Classification 


A five digit numbering system has been developed which meets the functional criteria of the 
LAWA Police that distinguishes between Security Officer classifications and other 
civilian/support personnel, is compatible with computer formats, and eliminates any possibility of 
duplication. 


The serial numbers assigned to personnel of the Security Officer classification should not be 
confused with the Department issued "employee number" for the purposes of City, Department 
and Accounting identification. The LAWA Police Serial number shall be used for all Division 
activities requiring a serial number, such as reports, Subpoenas and rosters. 


The five digit serial numbers shall be assigned based upon the following criteria: year of hire 
into the Security Officer classification determining the first two digits (numeric and alphabetic); 
the remaining three digits shall be assigned consecutively. 


Example: "8D050" (The first digit, “8” represents the decade of the year of hire. The second digit 
“D” corresponds to the year of hire. Hence, “8D” signifies ’84.) 


Civilian Classification 

A five digit numbering system has been developed which meets the functional criteria of the 
LAWA Police that distinguishes civilian/support personnel from other classifications, is 
compatible with computer formats, and eliminates any possibility of duplication. 

The serial numbers assigned to civilian personnel should not be confused with the Department 
issued "employee number" for the purposes of City, Department and Accounting identification. 
The LAWA Police Serial number shall be used for all Division activities requiring a serial 
number, such as memos and reports. 


The five digit serial numbers shall be assigned beginning with the letter "C " denoting a civilian 
employee, and the remaining four digits shall be assigned consecutively. 


Example: "C0110 (C civilian employee + 0110 consecutive #). 


Seniority 
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Seniority for Police and Security Officer personnel hired on the same day shall be determined 
by their civil service test score. In the event that personnel being hired have the same civil 
service test score, the interview score, then call in time for the certification interview will be used 
to determine seniority. Personnel transferring into LAWA on the same day as personnel newly 
hired into the same classification will receive the highest seniority of the group. Serial numbers 
of personnel transferring, promoting or receiving an emergency appointment out of the LAWA 
Police to other City Departments shall be deemed inactive. Should an Officer transfer back to 
the LAWA Police within six months of their leave, their previous serial number shall be 
reactivated. Employees who transfer out for periods longer than six months shall be issued a 
new serial number if they return. Should an Officer return to LAWA prior to completion of the 
probationary period or return from an emergency appointment, their previous serial number 
shall be reactivated. Promotions from within the LAWA Police do not affect any change of serial 
number. 


Note: Seniority for sworn employees hired by LAWA Police who were hired as lateral employees 
from another law enforcement agency, or those individuals who were hired by another City of 
Los Angeles law enforcement agency prior to being hired as a LAWA Police officer shall follow 
the same seniority criteria as newly hired employees. Prior City service shall not be a factor in 
determining Department seniority. However, it shall not affect the employee's City seniority. 


Issuance of Serial Numbers 


The LAWA/LAX Investigations and Selection Unit shall be responsible for issuing serial 
numbers to newly hired LAWA Police officers. 


The Office of Traffic and Security at LAWA/LAX shall be responsible for issuing serial numbers 
to newly hired LAWA Police Security Officers. 


LAWA/LAX Records Unit shall be responsible for issuing serial numbers to newly hired LAWA 
Police civilian employees. 


Note: No serial numbers shall be issued to Airport Police, Security Officers, or Police civilian 
employees by any other LAWA Police administrative personnel assigned to other airports not 
referenced above. 

Serial Number Database 


All serial numbers shall be entered in a database, which will be maintained by the entity issuing 
the serial number. 


A read-only database shall be maintained by the Human Relation Liaison Unit, Office of Support 
Services. 


3/7.3 Retired Officer Identification Card 


The LAWA Police shall issue identification cards to honorably retired peace officers, in accordance with 
the requirements set forth in California Penal Code Sections 12027, 12027.1 and 12031. 


Definitions 


A "retiree" is defined as any sworn LAWA Peace Officer who has been awarded a pension by 
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the City of Los Angeles. 

The term "honorably retired," as used in this policy, is defined as any sworn LAWA Peace 
Officer who has qualified for, and accepted a service or disability retirement, except that the 
term "honorably retired" does not include: 


An officer who, for misconduct, is terminated, resigns, or who agrees to retire in lieu of 
termination, and is thereafter granted a service-connected disability pension; 


An officer who is granted a service-connected stress- related disability pension; 
An officer who is retired after January 1, 1989, because of a psychological disability; 


An officer, who is under investigation at the time of retirement, for an act which, after 
adjudication and evaluation, may have resulted in discharge. 


The term "disability retirement" is defined as any peace officer who has satisfactorily completed 
entry level probation prior to accepting a disability pension, who is not affected by any of the 
above disqualifying factors, and is physically and mentally capable of safely operating a firearm. 
The term "CCW" means, "carry concealed weapon." 

Procedures 

Identification Cards 

Approved Format 

The Identification Card shall be on a 2x3-inch card and contain the following: 

A recent photograph of the retired officer; 

The retired officer's name, address, and date of birth; 

The date of retirement; 

LAWA Police as the issuing agency, along with the agency's address; 

"CCW" Endorsements 


All cards will bear an endorsement stamp stating either "CCW Approved “ or” No CCW 
privilege.” 


Renewal Date 


Each card shall bear an endorsement renewal date of five years from the date of retirement or 
most current issuance to comply with the provisions of Penal Code Sections 12027 and 12031. 


Admonitions 


In addition to the "CCW" endorsement, each identification card shall bear admonitions regarding 
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the use of the card by any person other than the retiree and surrendering of the card upon 
demand of the Chief of Airport Police. 


Issuance of Identification Card 


The Office of the Chief of Airport Police shall be responsible for the issuance of identification 
cards to officers retiring from LAWA Police. 


New Retiree 


Prior to issuance of the identification card, the retiree shall be advised that failure to notify the 
LAWA Police of involvement in any disqualifying conduct will automatically result in termination 
of the privilege to carry a concealed and/or loaded firearm. 


This advisement shall be noted on the Retired Officer Declaration, which shall be signed by the 
retiree prior to issuance of the identification card. The retiree shall receive a copy of the signed 
Declaration, and the original shall be retained by the LAWA Police and placed in the retiree’s 
personnel package. 


Previously Retired LAWA Police Officers 


LAWA police officers, retired prior to the effective date of this policy, who petition the LAWA 
Police to -obtain or renew their privilege to carry a concealed and/or loaded firearm, either in 
person or by mail, shall be required to: 


Sign a Retired Officer Declaration; 


Undergo a background check be the LAWA Police, which shall cover the period of time from the 
effective date of retirement to the renewal date shown on the retiree’s identification card to 
ensure that the retiree has not become ineligible to possess a retired identification card or to 
carry a concealed and/or loaded firearm. 


Renewal of Identification card 


Retired LAWA police officers shall petition the LAWA Police, Office of the Chief of Airport Police, 
to extend their privilege to carry a concealed an/or loaded firearm at least 30 days but not more 
than 60 days prior to the renewal date, either in person or by mail. 


Upon receiving the petition the LAWA Police shall perform a background check covering the 
period of time from the effective date the identification card was last issued to the date the 
retiree’s petition was received to ensure that the retiree has not become ineligible to possess an 
identification card bearing a “CCW Approved” endorsement. 


Endorsement Denial or Revocation 


The LAWA Police may deny or revoke an honorably retired officer’s “CCW Approved” 
endorsement when prior to or after retiring, the officer has: 


Been committed, either voluntarily or otherwise, to any hospital, mental institution, or other 


facility for treatment of a mental or emotional disorder or for the use of alcohol, drugs, or 
narcotics, or is addicted to or dependent on alcohol, drugs, or narcotics; 
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Committed an act of misconduct for, or been arrested for, any crime involving force or violence, 
moral turpitude, dishonesty, the use of narcotics, drugs, alcohol, or other intoxicants, or for the 
brandishing, discharge, or use of any firearm, or otherwise come under the close scrutiny of any 
law enforcement agency; 


Been involved in conduct during active service, which reasonably could have resulted in 
termination. 


Committed any act or been involved in any activity which, in the view of LAWA, reasonably 
could create a danger to the public at large should the retiree be authorized to carry a 
concealed and/or loaded firearm. 


Whenever the LAWA Police is notified or becomes aware that a retired LAWA Police officer is 
involved in any of the above circumstances, the incident shall be investigated under the 
direction of the Office of the Chief of Airport Police, with consideration given to factors such as 
the severity, frequency, and regency of the acts to determine if just cause exists to deny or 
revoke the retiree's privilege to carry a concealed and/or loaded firearm. 


The Office of the Chief of Airport Police shall notify the retiree of the decision to deny or revoke 
the retiree's privilege to carry a concealed and/or loaded firearm. 


Notice of Denial or Revocation 


A retiree whose "CCW Approved" endorsement is denied or revoked, shall be served, either in 
person or by first-class mail, postage prepaid, with a return receipt request to the retiree's last 
known place of residence, a Notice of Endorsement Denial or Revocation, which includes a 
statement of the retiree's rights and responsibilities regarding the revocation process (See 
Section G - Appeals Hearing). 


Note - For purposes of this Section, "last known place of residence" shall mean records 
normally believed to know the retiree's last known location of residency, or sources reasonably 
accessible to the Department and not administratively burdensome. 


Upon the date the agency receives the signed registered receipt or upon the date the notice is 
personally served, the retiree shall have 15 days to respond to the Notice. A retiree who fails to 
respond to the Notice shall forfeit the right to request a hearing, and shall immediately surrender 
the identification card with "CCW Approved" endorsement to LAWA Police. LAWA Police shall 
issue a new identification card to the retiree with a "No CCW privilege" endorsement. 


Appeals Hearing 

A retiree, who is served a Notice of Denial or Revocation, has the right, within 15 days of receipt 
of the Notice, to request a hearing to determine if good cause exists for the LAWA Police to 
deny or revoke the retiree's privilege to carry a concealed and/or loaded firearm. 

Hearing Board Members 

The hearing shall be conducted by a three-member board. One member of the board shall be 


selected by the LAWA Police, and one member of the board shall be selected by the retiree or 
the retiree’s employee organization. The third member shall be selected jointly by the LAWA 


Manual of the Los Angeles World Airports Police 


b. 


Cc. 


CHAPTER III — Personnel Policy and Procedures 


Police and the retiree or the retiree’s employee organization. 

Hearing Results 

Any decision by the Board shall be binding on the LAWA Police and the retiree. 

In cases where the Board concludes that good cause does exist to deny or revoke a retiree's 
privilege to carry a concealed and/or loaded firearm, the retiree shall immediately surrender the 
identification card with "CCW Approved" endorsement to LAWA Police. LAWA Police shall issue 
a new identification card to the retiree with a "No CCW privilege" endorsement. 

In cases where the Board concludes that just cause does not exist to deny the retiree the 
privilege to carry a concealed and/or loaded firearm, the LAWA Police, with the cooperation of 
the retiree, shall issue an identification card with "CCW Approved" endorsement within ten (10) 
days of notice of the Board's decision. 

Retired LAWA Police Officer Roster 


The Office of the Chief of Airport Police shall generate a roster of retired LAWA Police officers. 
This roster, which shall be placed in the Watch Commander's Office, shall include: 


The retiree's name; 
Date of retirement; and, 


Whether the retiree's identification card is stamped "CCW Approved" or "No CCW privilege." 


3/7.4 Procedures for Requesting Confidentiality of Home Address 


Section 1808.4 of the California Vehicle Code (CVC) provides for Confidentiality of Home Address for 
certain employees of law enforcement agencies, including their spouse and children. 


LAWA Police employees covered by this section are: 


Active or retired sworn officers and supervisors (Section 
1808.4 (a)(11) CVC) ; 


Communications operators and supervisors (Section 
1808.4 (a)(9) CVC); 


Active or retired Security Officers and supervisors (Section 1808.4 (a)(19) CVC); 


Any Police employee designated by the Chief of Airport Police as being in a sensitive position 
(Section 1808.4 (a)(22) CVC); 


Note: The confidentiality under this Section remains in effect for 3 years, and must be renewed 
every 3 years. For information on applying for confidentiality under this category, refer to 
Section 3/7.5.A.1.f. 

The surviving spouse or child of a peace officer if the peace officer died in the line of duty 
(Section 1808.4 (a)(23)(B) CVC). 
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Note: These requests shall be forwarded to the Office of the Chief of Airport Police. 
LAWA Police employees not covered by this section are: 
° Any other civilian personnel; 


° Relatives of eligible employees who are not current spouses (i.e. - fiancées, persons co- 
habitating with the eligible employee, ex-spouses, etc.); 


° Vehicles not registered to the eligible employee and/or spouse/child. 


Note: Delineation between persons covered and persons not covered are governed by LAW. 
The LAWA Police, as an agency, is not permitted to change the delineation. 


A. Procedures 
1. Eligible employees wishing to apply for Confidentiality of Home Address shall: 


a. Obtain a DMV form INV 32 from the LAWA Police Operations Center or the Traffic Services 
Section Administrative Unit. 


b. Identify the type of service being requested; 
C. List the California State Driver’s License/Identification Card for the requesting employee, 


spouse, and child (ren) and attach a copy of the Driver’s License/ Identification Card of the 
spouse and child (ren) with the application; 


d. List the vehicle plate numbers for each vehicle registered in the employee’s or eligible family 
member’s name and attach a copy of the California Vehicle Registration for each vehicle 
entered; 

e. Return the completed forms to the Office of the Chief of Airport Police for signature. 


Note: Employees are reminded that deliberate falsification of a City document is a violation of 


Section 5.020G of the LAWA Administrative Manual, and can result in progressive disciplinary 
action. 


f. Employees who consider their work assignment in the LAWA Police to be a sensitive position as 
defined in Section 1808.4 (a)(22) of the California Vehicle Code shall: 


(1) Complete an Employee’s Report, requesting Confidentiality of Home Address, and outlining the 
justification for granting the request; 


(2) Submit the Employee’s Report to their Section Commander, who will review and either approve 
or disapprove the request. 


(3) If the Commander agrees with the request, the employee will be directed to complete a DMV 


form INV 32, attach the original Employee’s Report and approval to the form, and forward it to 
the Office of the Chief of Airport Police for final approval and signature. 
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The Office of the Chief of Airport Police shall: 
Confirm the eligibility of the requesting employee; 


Review all required submitted documentation for eligibility of the spouse, child (ren), and 
vehicles entered on the form; 


Note: If it is found that a person or vehicle is ineligible, the form will be returned to the 
requesting employee. 


Arrange for final review and signature by the Chief of Airport Police or designee. 
Upon approval: 
Place the NCR yellow copy of the DMV INV 32 form in the Confidentiality of Home Address file; 


Forward a copy of the DMV INV 32 form, which will be placed in the requesting employee’s 
LAWA Police file. 


Updating Confidentiality Information 


Once confidentiality is approved, any subsequent changes (i.e. — Add/Delete vehicle, spouse, 
etc.) requires a new INV 32 be completed and submitted. 


Procedures for Employees Resigning, Transferring, or Being Terminated from the LAWA Police 
Resignation Procedures 


Employees wishing to resign from the City of Los Angeles shall obtain a Resignation Form from 
the LAWA Police Records Unit or Human Resources Division. 


The supervisor shall forward the form immediately to the Section Commanding Officer. The 
Section Commanding Officer shall notify the Chief of Airport Police regarding the resignation. 


Note: The supervisor receiving the form shall not make any written comments about the 
concerned employee on the form. 


The Section Commanding Officer shall complete the "Supervisor's" section on the form. The 
form shall immediately be forwarded to the Human Resources Division via the office of the 
COAP. 

Note: Employees that are about to be terminated may resign in lieu of being discharged. If the 
employee chooses to do so they abandon their rights to the Civil Service Commission and 
Department records will indicate "not willing to rehire." 

Acceptance of Resignation 

Once a resignation is accepted it cannot be withdrawn. 


The office of the COAP shall send out a memo of notification to all LAWA Police Sections and 
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Units regarding the resignation of the employee 

Exit Interview 

Human Resources Division 

Human Resources Division shall mail a questionnaire to all employees who voluntarily resign. 
Employees who wish to have a personal exit interview with a member of the Human Resources 
Division management shall call 646-4273 to make an appointment. All information is confidential 
and shall not be discussed with former supervisors nor placed in their personnel folders. 

LAWA Police 

The employee may request an Exit Interview with their Section Commanding Officer. The 
concerned Section Commanding Officer shall forward a memo outlining the reasons for the 
employee leaving the LAWA Police to the Office of the Chief of Airport Police. The Exit Interview 
is confidential and shall not be discussed with former supervisors nor shall a copy of this memo 
be placed in their personnel folders. 

Retired Peace Officer Identification Card and Badge 


Sworn officers retiring from the LAWA Police and meeting the criteria as outlined in Section 
3/7.3 may obtain a Retired Officer Declaration form the Office of the Chief of Airport Police. 


Retirement Notifications 
The Office of the Chief of Airport Police shall: 
Notify all Section Commanders, Watch Commanders and Unit Heads; 


Contact the Vulnerability Assessment and Analysis Unit, who will notify the Security Technology 
Section to remove the employee's name from both the B2K and ACAMS computer systems. 


Transfer Procedures 


Employees transferring from LAWA Police to another Section or City Department shall follow 
procedures as outlined in Section 3.080 of the LAWA Administrative Manual. 


The employee shall: 


Notify the Office of the Chief of Airport Police, in writing, as soon as the transfer has been 
confirmed; 


Arrange to turn in all LAWA Police -issued equipment. 

The Office of the Chief of Airport Police shall: 

Notify all Section Commanders, Watch Commanders and Unit Heads; 

Contact the Vulnerability Assessment and Analysis Unit, who will notify the Security Technology 


Section to: 
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Remove the employee's name from both the B2K and ACAMS computer systems if the 
employee is transferring from LAWA; 


Change the status of the employee's Security Badge if the employee is transferring from the 
LAWA Police to another Division within LAWA. 


Termination Procedures 


Whenever an employee is terminated from LAWA Police, the Office of the Chief of Airport Police 
shall: 


Notify all Section Commanders, Watch Commanders and Unit Heads; 


Immediately confiscate the employee's LAWA Security Badge and forward it to the Security 
Credential Section with a memo stating that the employee has been terminated from LAWA. 


Contact the Vulnerability Assessment and Analysis Unit, who will notify the Security Credential 
Section to remove the employee's name from both the B2K and ACAMS computer systems. 


Arrange to have all LAWA Police -issued equipment returned to the Logistics Unit. 
Return of Department Property 
Resigning or Transferring Employee 


Prior to the effective date of the resignation or transfer, employees shall schedule an 
appointment in advance (except under unusual circumstances) with the Logistics Unit to return 
all Department property (i.e. - |.D.'s, keys, equipment, uniforms, manuals, etc.). 


If Logistics Unit personnel are unavailable, the employee shall turn in their equipment to their 
immediate supervisor. The supervisor shall complete an Equipment Checklist form (See Part 3, 
this Section), place the original copy of the Checklist and the equipment in a box, seal the box, 
and place it in the Watch Commander's Office. The box shall be forwarded to Logistics Unit the 
next business day. 


Duty weapons turned in by Sworn personnel shall only be given to a sworn supervisor or a 
sworn employee of the Range Detail. Duty weapons turned in after business hours shall be 
placed in the Watch Commander's safe until Range Detail personnel retrieve it. 


Terminated Employee 


In the event an employee is terminated the Logistics Unit shall accompany the employee, or his 
designee, along with a witness to the employee's locker to retrieve all Department property. If 
the employee is unable to turn in his/her Department property, a designee may do so. 


If the employee's locker contains Department property, and the employee is unable to respond 
to the station, the Logistics Unit supervisor shall gain access to the locker and retrieve the 
Department property. All of the employee's personal property shall be released to the 
employee's designee. 
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b. In the event the employee does not have a designee the Logistics Unit shall make 
arrangements with the employee. 


3. Equipment Checklist 
The Logistics Unit, or involved supervisor, shall complete an Equipment Checklist form, and 


issue the NCR copy to the employee. The Logistics Unit shall determine what Department 
property is reusable or salvageable and will be retained by the LAWA Police. 


a. The employee's LAWA Security Badge shall be immediately forwarded to the Security 
Credential Section with a memo stating that the employee has retired, transferred, or has been 
terminated from the Los Angeles World Airports. 


b. The employee's perimeter gate access medium shall be immediately forwarded to the 
Vulnerability Assessment and Analysis Unit with a memo stating that the employee has retired, 
transferred, or has been terminated from the Los Angeles World Airports. 


c The employee's Administrative Manual shall be returned to Airport Human Resources Division. 
All other City Manuals shall be returned to Manuals and Orders Unit. 


C. DMV Notification - Request for Confidentiality of Home Address (INV 32) forms 
The Office of the Chief of Airport Police shall be responsible for informing the California 
Department of Motor Vehicles that there has been a change in a sworn officer's or Police radio 
dispatcher's status (i.e. - retirement, transfer, termination, etc.). 
Note - Section 1808.4 (c) CVC allows an officer and qualifying family members to retain the 
confidentiality for 3 years following termination of employment. A retired peace officer is entitled 
to permanent confidentiality. 

D. P.O.S.T. Notification 


Training Unit shall notify the California Peace Officer's Standards and Training, within 30 days, 
whenever a sworn officer, for whatever reason, leaves the LAWA Police. 


Ee Disposition of LAWA Police Personnel Files 


1. All LAWA Police Personnel Training files shall be given to the LAWA Police Records Unit 
supervisor and he/she takes the files to the Records Retention Center for storage. 


2. All LAWA Police personnel Background Investigations files are kept in Investigations and 
Selection Unit for two to three years. Then they should be given to LAWA Police Records Unit 
supervisor and he/she takes the files to the Records Retention Center for storage. 


Se All Section Personnel files shall be given to the LAWA Police Section Records Unit supervisor 
and he/she takes the files to the Records Retention Center for storage. 


3/7.6 Critically Injured or Deceased Employee Notifications 
Whenever notification is received by the LAWA Police that a member of the LAWA Police has been 


critically injured or has died, on or off duty, the on-duty Watch Commander or designee shall be 
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notified. 


The Watch Commander or designee shall make mandatory notification to the following: 


A. 


B. 


C. 
D. 


The Chief of Airport Police; 
The Command Duty Officer; 
The involved employee’s Commanding Officer; 


The involved employee’s Unit supervisor, if applicable. 


3/7.7 Death Notice 


LAWA Police Employee 


A. 


Whenever a Division employee recieves notification that a member of the LAWA Police has 
died, on or off duty, the employee shall complete a Death Notification Intake Form and deliver 
the form to the Operations Center supervisor. The Operations Center supervisor shall notify the 
on-duty Watch Commander or designee. The Watch Commander shall notify Communications 
Unit to make notifications. 


The Chief of Airport Police, or designee, shall issue a Death Notice memo, within twenty-four 
(24) hours of notification, which will contain the employee's name, last assignment, how the 
death occurred, if known, and the name(s) of surviving immediate family members. This memo 
shall be distributed to all Sections, and a copy forwarded to all Divisions within LAWA via e-mail. 


A follow-up memo containing information pertaining to viewing and funeral arrangements shall 
also be issued. 


Relative of LAWA Police Employee 


Whenever a Division employee receives notification that a family member of an LAWA Police 
employee has died, the employee shall complete a Death Notification Intake Form and deliver 
the form to the Operations Center supervisor. The Operations Center supervisor shall notify the 
Office of the Chief of Airport Police. 


The Chief of Airport Police, or designee, shall issue a Death Notice memo, within twenty-four 
(24) hours of notification, which will contain the affected Division employee's name and 
Section/Unit, the deceased relative's name and relationship to the employee (brother, aunt, 
mother, etc.), and any other pertinent information (funeral arrangements, viewing information, 
etc.) available. 


A copy of this memo shall be placed in all roll-call books and distributed to all Sections and 
Units. 


Exception: If the employee requests no death notification be given to other members of the 
LAWA Police, that request shall be respected. 


California Law Enforcement Officer Killed in the Line of Duty 


Manual of the Los Angeles World Airports Police 


CHAPTER III — Personnel Policy and Procedures 


Whenever notification is received by the Division that a California law enforcement officer was 
killed in the line of duty, the Office of the Chief of Airport Police shall be notified. 


The Chief of Airport Police, or designee, shall issue a Death Notice memo, which will contain 
the law enforcement officer's name, employing agency, the circumstances surrounding the 
death, if Known, and any other pertinent information. This memo shall be distributed to all 
Sections via both hard copy and e- mail. 


A follow up memo containing information pertaining to funeral arrangements shall also be 
issued. 


3/7.8 Emergency Contact Information 
A. Policy 


LAWA policy for home address and telephone numbers, which is contained in LAWA 
Administrative Manual Section 5.170, states that: 


All Los Angeles World Airport (LAWA) employees must provide their home address and 
telephone number in writing to both the Human Resources Division and their immediate 
supervisor. If an employee has more than one residence or telephone number, all addresses 
and/or numbers must be provided. 


Current Employee contact information is required by LAWA because of the necessity to contact 
off-duty employees in emergency situations, and/or resolve work related issues when an 
employee is off-duty. 


It is important that notification be promptly given when an employee changes his/her address 
and/or telephone number. 


Pursuant to LAWA Administrative Manual Section 5.170, all LAWA Police employees shall 
provide emergency contact information. It is the employee's responsibility to update this 
information whenever necessary. Failure to follow this policy may subject the employee to 
progressive discipline. This policy does not excuse LAWA Police employees from calling their 
designated work site whenever an emergency is declared at their work site for possible 
immediate deployment. 


B. Procedures 
1. Emergency Contact Information Request 
a. Bi-annually LAWA/LAX Police Operations Center personnel shall distribute the "Emergency 


Contact Information Request" form to all LAWA/LAX Police personnel. 


b. LAWA/ONT and LAWA/VNY shall be responsible for distributing these forms to their employees. 
LAWA/VNY shall also be responsible for distributing these forms to LAWA Police employees 
assigned to LAWA/PMD. 


CG: All employees shall complete this form and return it to their immediate supervisor. Supervisors 


shall be responsible for ensuring the forms are completed by their subordinates. Completed 
forms shall be forwarded to: 
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LAWA/LAX - Operations Center. LAWA/ONT - Communications Center LAWA/VNY and 
LAWA/PMD - Van Nuys OIC 


d. Upon receiving the form, the information shall be entered into a database which shall be 
maintained by assigned personnel at their work site. All current information shall be provided to 
the LAWA/LAX Police Operations Center personnel. 


2: It shall be the responsibility of all LAWA Police personnel to update their emergency contact 
information. 
3 Emergency contact information is confidential and shall not be used or accessed without the 


approval of the employee's Commanding Officer or a member of the Executive Command Staff 
(Chief, Assistant Chief or Deputy Chief). 


3/8 Special Assignments 
3/8.1 Specialized Position 


It is the policy of the LAWA Police to utilize management team and specialized assignments to 
accomplish LAWA Police goals and objectives as well as promote personal and career development. 
Special assignments are open to all nonprobationary sworn officers, and sergeants unless otherwise 
specified in the Vacancy Announcement. 


Definitions 


Management Team Assignment - An assignment generally at a management or mid-level management 
position where the primary function is the application of general management practices and principles 
to a specific function of the LAWA Police. All positions allocated for captains or lieutenants are 
considered 

management team assignments. 


Special Assignment - An assignment often characterized by increased levels of responsibility and 
specialized training or knowledge, but within a given position classification, routinely occupied by a 
Sergeant or below. 


3/8.2 Announcement and Selection 


Note - This section shall be followed for the selection of personnel for any LAWA Police Specialized 
Unit. This includes Specialized Units at LAWA/LAX, LAWA/ONT, LAWA/VNY, and LAWA/PMD should 
any Specialized Units be formed there. 


A. Special Assignments 


1. Announcement 
As specialized position vacancies occur within the LAWA Police, the Commanding Officer 
where the vacancy occurs shall prepare a notice of position availability for review by the Chief of 
Airport Police. This notice shall include the position description, required and/or desired 
qualifications, work hours and days off assignment procedures, and any other pertinent 
information. When approved, the notice will be issued by the Office of the Chief to all eligible 
personnel. 
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The application procedure shall be detailed in the announcement, including the application form 
(Employee's Report, Employment Application form or resume format), and any required 
information to be included. Applications shall be forwarded, through the chain of command, to 
the Chief's adjutant, who will record the receipt of the application and forward it to the 
concerned Commanding Officer. 


Selection 


The Commanding Officer shall select an interview panel, consisting of a supervisor or 
management representative from outside the Specialized Unit's Chain of Command. The 
outside representative should be from a separate Police Section. Personnel from outside the 
LAWA Police may be invited to sit on the panel if their specialized expertise will benefit the 
selection process. The panel shall formulate a rating worksheet using the Certification Interview 
Report form. 


The panel chairperson or his/her designee shall schedule and notify all applicants for interviews 
and/or other selection processes. 


The Certificate Interview Report form (PB form #16) shall be used to score the interview. Any 
applicant whose overall average score is at or above the standard (60%+) rating shall be 
considered qualified for the position applied for Persons whose overall average score is below 
the standard rating shall not be considered for assignment to the position. 


After the interviews are completed, scores tallied, and a selection list of qualified applicants 
developed, all documentation shall be forwarded to the Commanding Officer. A memorandum 
shall be prepared by the Commanding Officer to the Chief listing the names of the applicants, 
rating scores, comments and recommendations of each panel member, if any, of personnel to 
fill the vacancies, and his/her recommendation, if any. 


The Chief shall approve or disapprove the selection(s) for the position(s) and notify the 
concerned Commanding Officer. 


The qualified applicant list shall stay active for a period of six (6) months after the interviews are 
completed, and may be extended for longer periods by the Chief. Any additional selection of 
personnel for the special assignment interviewed for shall be selected from this list, subject to 
verification of the applicant's continued qualifications. However, an applicant may be disqualified 
for cause and passed over for selection. 

Appointment 

When the Chief approves the selection(s), an assignment memorandum will be sent to: 

The employee selected. 

All interviewed employees. 


All Commanding Officers. 


Roll Call Book 
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Records 

The Commanding Officer of PDS shall ensure that a copy of the memorandum be placed in the 
employee's personnel file and that the transfer be noted on LAWA Police organizational 
documents. 


In the event that no employee expresses interest in the position, or if none of the applicants are 
qualified, the Chief may appoint any qualified employee based on the LAWA Police's needs. 


Management Team Assignments 

Announcement 

As management team assignments become available within the LAWA Police, the Chief shall 
prepare a notice of position availability based on the Position Vacancy announcement contained 
in the appendix of this directive. This shall include the position description, required and/or 
desired qualifications, work hours and any other pertinent information. Employees shall forward 
a memorandum to the Chief conveying their interest in the position. 

Selection 

After consideration of LAWA Police needs, employee interest, qualifications, and career 
development, the Chief shall make the appointment to the position based on the LAWA Police's 
needs. 

Appointment 

After the Chief makes the selection(s), an assignment memorandum shall be sent to: 

The employee selected. 

All employees who expressed interest in the position. 

All Commanding Officers. 

Roll Call book. 

Records 

The Commanding Officer of PDS shall ensure that a copy of the memorandum be placed in the 
employee(s)’ personnel file and that the transfer be noted on LAWA Police's organizational 
documents. 


Annual Review 


Each management team and specialized assignment shall be reviewed annually by the Chief 
and Commanding Officers to determine whether: 


The assignment meets the needs of the LAWA Police; 


The reason for the position is still valid; 
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The position description is still valid; 


The placement of the position is still appropriate within the LAWA Police's organizational 
structure; 


The position classification of the assignment remains appropriate; and to: 
Conduct a cost benefit analysis; and 
Evaluate the performance of the employee assigned. 


Management team assignments shall be reviewed annually in April and special assignments 
shall be reviewed annually in September. 


Assignment Duration 


Special Assignments are normally made for a minimum of twenty-four (24) months and are 
subject to annual review. 


Management team and special assignments are based on the needs of the LAWA Police, the 
performance of the employee assigned and the discretion of the Chief. They may be rescinded 
or discontinued at any time, based upon: 

An employee's request to be removed from the position; 

Upon recommendation of the Chief or Commanding Officer after a review of the assignment; 


An evaluation of the performance of the employee assigned. 


Whenever possible, employees shall be given at least 14 days notice of reassignment (80 days 
is desirable). 


Personnel who are returning from a special assignment may apply for another special 
assignment when it becomes available, however, additional consideration shall be given to 
those applicants who have not been recently assigned to a special assignment. 


Return to General Assignment Duties 


Personnel returning to general assignment duties shall be given days off and watch assignments in 
accordance with applicable LAWA Police bid procedures, if any. 


3/9 


3/9.1 


Employee Recognition 


Peace Officer's Safe Driving Awards Program 


The Automobile Club of Southern California's Peace Officer's Award program recognizes law 
enforcement officers who maintain an accident-free driving record while performing in a patrol capacity, 
either in marked or unmarked vehicles. 


A. 


Eligibility List 
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Annual Review of Officer-Involved Traffic Accident Reports 

The LAWA Police Analytical Unit (DAU) shall be responsible for maintaining a file of officer- 
involved Traffic Accident Reports, reviewing said reports and generating a roster of those 
officers eligible for this award, including officers and sergeants assigned to plainclothes Details 
or administrative duties, who have had no preventable accidents while working in a patrol 
capacity within a five-year period. This list shall contain: 

The candidate's first name, middle initial, and last name, and; 

The candidate's rank. 


The list shall be forwarded to the District Manager of the Culver City office of the Automobile 
Club of Southern California for the preparation of certificates. 


Certificate and Plaque Preparation 

When the certificates have been lettered, they shall be returned to the LAWA Police for 
signature by the Chief of Airport Police. The signed certificates shall be returned to the District 
Manager for placement in a walnut plaque. 


Award Presentation 


The District Manager shall assist the LAWA Police in the presentation of awards. Public 
Relations shall be contacted for appropriate press releases of the award presentation. 


Subsequent Awards 

The first award of five or more conservative years to an officer is a lettered certificate on a 
walnut plaque. Subsequent awards in five year increments to the same officer shall be a 
certificate for placement in the previously received plaque. 

10851 (Stolen Vehicle) Award Program 

The Southern Division Headquarters of the California Highway Patrol, in cooperation with the 
Automobile Club of Southern California, is actively involved in a 10851 Award Program for local 
jurisdictions within the County of Los Angeles. 


Criteria for Award Recognition 


Officers who, during a 12 month period, meet any of the following criteria, will be eligible for 
award recognition: 


Make six separate theft recoveries cleared by arrests; 


Recover a total of twelve stolen vehicles, of which a minimum of three must be cleared by an 
arrest; or, 


Develop information which results in the identification of a theft ring, the arrest of two or more 
suspects, and the recovery of at least ten vehicles. 
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Eligibility List 

The LAWA Police Analytical Unit shall develop and maintain a log showing the number of 
recovered stolen vehicles and Grand Theft Auto arrests individual officers perform within a 
twelve (12) month period. A list of qualifying officers shall then be forwarded to the Office of the 
Chief of Airport Police. 

When the LAWA Police qualifies an officer for the 10851 Award Program recognition, the 
officer's name will be submitted to the California Highway Patrol Southern Division 
Headquarters Vehicle Theft Coordinator by the Chief of Airport Police. 

Awards 

Departmental Plaque 


Upon eligibility of the first officer(s) under this award program, the LAWA Police will receive a 
plaque designed to accept the names of officers who meet the above criteria. 


Individual Officer Plaque 


Officers qualifying for the 10851 Award shall receive a plaque and their name will be engraved 
on the Departmental plaque. 


10851 Pin 


Officers qualifying for the 10851 Award shall receive a blue and gold recognition pin engraved 
"California 10851." 


Officers shall wear the 10851 pin on the lower left corner of the right pocket flap of the uniform 
shirt. 


10851 Master Award 


Officers qualifying for the 10851 Award for the fifth pin will be nominated for the 10851 Master 
Award and receive a plaque recognizing this achievement. 


10851 Master Award Pin Bar 

Officers qualifying for the 10851 Master Award shall receive a gold recognition pin bar. Officers 
shall wear the 10851 Master Award pin bar on the lower left corner of the right pocket flap of the 
uniform shirt. 

Award Presentation 

The LAWA Police shall coordinate with the California Highway Patrol for the presentation of 
10851 Awards by the Chief of Airport Police to qualifying officers. Public Relations shall be 
contacted concerning media coverage and press releases. 


Issuance of Commendations 
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The LAWA Police will award appropriate commendations to employees who perform service or acts 
deserving official recognition, in addition to recognizing those who provide exceptional service on a 
given project or during a specific incident. 


A. 


3/9.4 


Reporting Procedures for Commendations 
LAWA Police supervisors shall complete a Notice of Commendation, Form Gen. 79, to report: 


Actions worthy of commendation which he/she observed involving an employee under his/her 
supervision; 


Actions worthy of commendation reported to him/her, which involve an officer of the LAWA 
Police; 


The form shall be forwarded to the Commanding Officer for approval and signature. 
Processing 


The Commanding Officer shall review the Notice of Commendation and, if appropriate, approve 
the Notice. 


A copy of the Notice of Commendation shall be sent to Training Unit, who will be responsible for 
printing a “Certificate of Commendation” for the concerned employee(s). The Certificate(s) shall 
be signed by the concerned Commanding Officer and the Chief of Airport Police. 


Commendation Presentation 


The "Certificate of Commendation" and a copy of the Notice of Commendation shall be 
presented by the concerned employee’s Watch Commander or Section Head. 


Employee Commendation Form 
Distribution of the Employee Commendation Form 
Field Supervisors 


Field supervisors shall carry copies of the Employee Commendation form and provide the form 
and postage paid envelope upon request to any citizen 


Front Desk 


The front desk shall store Employee Commendation forms and distribute them to citizens who 
requests it. 


Telephonic Requests 
Whenever a citizen calls to commend the actions of a LAWA Police employee, the employee 
receiving the call shall connect the citizen to an available supervisor. The supervisor receiving 


the call shall ask the citizen if they would like an Employee Commendation form mailed to them. 
If the citizen requests a form be mailed, the citizen’s mailing address will be obtained. 
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Processing of the Employee Commendation Form 


All Employee Commendation forms shall be forwarded to the involved employee’s Commanding 
Officer. 


The Commanding Officer shall review the form and forward the form to the Chief of Airport 
Police. 


The Chief of Airport Police shall review the form, make any comments on the form, and forward 
the form back to the Commanding Officer for presentation to the employee. 


A letter acknowledging receipt of the Employee Commendation form may be sent to the 
individual or entity commending the employee, at the discretion of the Chief of Airport Police. 


The Commanding Officer shall present the Employee Commendation form to the involved 
employee for signature. 


The original form shall be forwarded to Records for filing as outlined in Section 3/2,8.B.2. 


A copy of this form shall be forwarded to Human Resources for insertion in the employee’s 
Personnel File. 


3/9.5 Letters of Commendation 


Whenever the LAWA Police receives a letter of Commendation, it shall be forwarded to the concerned 
employee’s Commanding Officer. 


A copy of the letter will be retained by the Commanding Officer, who will forward the original letter to 
the Chief of Airport Police 


A. 


1. 


Office of the Chief of Airport Police 
The Chief of Airport Police will review all letters of commendation received by the LAWA Police. 


A letter acknowledging receipt of the letter of commendation may be sent to the individual or 
entity commending the employee, at the discretion of the Chief of Airport Police. 


At the conclusion of the review, the original letter shall be returned to the employee’s 
Commanding Officer, along with any comments made by the Chief of Airport Police. 


Processing 


A copy of the letter of commendation shall be presented to the employee, with an attached copy 
containing a signature block for the employee to sign to acknowledge receipt of the form. 


The signed copy of the letter of commendation shall be placed in the employee’s LAWA Police 
file. 


3/9.6 The Public Safety Officer Medal of Valor and the Governor’s Medal of Honor 


Public Safety Officer Medal of Valor 
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The Public Safety Officer Medal of Valor Act, enacted by Congress on May 30, 2001, created the Public 
Safety Medal of Valor as the highest national award for valor by a public safety officer. 


"Public Safety Officer" is defined as a person (living or deceased) who serve(d) in a public agency, with 
or without compensation, as a firefighter, law enforcement officer (including a corrections or court 
officer, or a civil defense officer), or emergency services officer, as determined by the U.S. Attorney 
General. 

An act of valor is defined as: 


A. Above and beyond the call of duty; and 


B. Exhibiting 
1. Exceptional courage, extraordinary decisiveness and presence of mind. 
2. Unusual swiftness of action, regardless of his or her personal safety, in an attempt to save or 


protect human life. 


The Medal of Valor Review Board will review the nominations and recommend individuals for 
recognition. 


Governor's Medal of Valor 


The Governor's Medal of Valor Act became effective Jan. 1, 2003 and added Chapter 9.8, commencing 
with Section 3400, to Division 4 of Title 1 of the Government Code. 


Under this law, the Governor of the State of California is authorized to award a Medal of Valor to one or 
more public safety officers who are cited by the Attorney General for extraordinary valor above and 
beyond the call of duty. This award is recognized as the highest state award for valor awarded to a 
public safety officer. 

A. Governor's Medal of Valor Review Board 


The Governor's Medal of Valor Review Board recommends candidates for the Medal of Valor 
from among the nominations received by the Board. 


B. Award Guidelines 
Nominees for the Governor's Medal of Valor must meet the following criteria to qualify: 
1. Pubic Safety Officer Category - Law Enforcement Officer 
Note: Not eligible - Retired, Honorary, Military, Federal, and Non-Sworn Uniformed personnel. 
2 Status at Time of Incident - Paid 
C. Award Criteria 


Items #1 through 5 are required for nomination. 
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Award nominations are to be made by the chief public safety officer in the jurisdiction where the 
act of heroism occurred. 


Award is for a single act (24 hours or less) in the preceding year. 
Nominee must have been in a duty status 
Recognition for extraordinary valor above and beyond the call of duty. 


Extraordinary is defined as being "beyond what is ordinary or usual; highly exceptional, 
remarkable." 


Valor is defined as "courage and boldness, as in battle; bravery." 
Public Safety Officers face danger daily, thus this recognition is for: 


A single act of valor of a degree very seldom encountered and of a magnitude strikingly above 
the norm of public safety officer acts of bravery; or 


A situation that presented a serious and immediate threat to the nominee's life. 
Items #6 through 9 are not required but may be considered by the Board 
Nominee successfully saved the life of another safety officer or civilian. 


Nominee demonstrated in this act an exceptional degree of professionalism as appropriate to 
her/his specialty: 


Tactics, marksmanship, leadership. 

Firefighting or rescue skills. 

Medical knowledge or skill. 

Nominee demonstrated in this act extraordinary personal character: 
Courage 

Endurance 

Calm in the face of danger 

Nominee accomplished assigned mission: 

Suspect apprehended or killed 

Person rescued 


Life saved 
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Agency Certification 


The nominating agency head must certify to the best of their knowledge that the nominee is in 
good standing with their agency and community. 


Nominee Certification 


The nominee must agree to be present for the award ceremony. Public Safety Officer Medal of 
Valor Whenever it is determined by supervisory or management personnel that a sworn 
employee of the Los Angeles World Airports Police meets the criteria to be nominated for the 
Public Safety Officer Medal of Valor, the Chief of Airport Police shall be notified. 


The Chief of Airport Police, or designee, shall prepare a nomination package, including the 
Public Safety Officer Medal of Valor Application for Extraordinary Valor Above and Beyond the 
Call of Duty Form in compliance with the Award Guidelines as contained in the Public Safety 
Officer Medal of Valor Act. 


The nomination package shall be forwarded to the Medal of Valor Review Board no later than 
July 30 of the proceeding year (example - Nominations for acts occurring in 2004 must be 
postmarked no later than July 30, 2005). 


Governor's Medal of Valor 


Whenever it is determined by supervisory or management personnel that a sworn employee of 
the Los Angeles World Airports Police meets the criteria to be nominated for the Governor's 
Medal of Valor, the Chief of Airport Police shall be notified. 


The Chief of Airport Police, or designee, shall prepare a nomination package, including the 
Governor's Medal of Valor Nomination Form in compliance with the Award Guidelines contained 
in the California Department of Justice Information Bulletin #04-CJIS-15. 


The nomination package shall be forwarded to the Medal of Valor Review Board no later than 
March 15 of the proceeding year (example - Nominations for acts occurring in 2004 must be 
postmarked no later than March 15, 2005). 


3/9.7 Commendations and Medals 


The LAWA Police Commendations and Medals Program offers the LAWA Police an opportunity to 
thank employees for their efforts on behalf of LAWA and acknowledge individuals who have advanced 
their career development on their own but have never been recognized for their accomplishments. This 
program creates an incentive for other employees to strive to further their career goals within the 
Division. 


A. 


Award Classifications 


In addition to national, state, City-wide awards and LAWA awards, four types of awards may be 
presented to LAWA Police members: 


LAWA Police Medals 


LAWA Police Service Ribbons 
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LAWA Police Firearms Proficiency Recognition Award (refer to Section 7/3.3) 
Airport Police Commendations. 

Airport Police Medals 

Merit Awards 


The conferring of a merit award shall be in recognition of a single action of bravery or lifesaving 
performed by a LAWA Police employee. Several commendatory incidents of bravery or 
lifesaving, each being worthy of an award, will not qualify the employee for a higher award. 


Medal of Valor. The Medal of Valor is the highest LAWA Police award and may be awarded to 
LAWA Police members in all classes and ranks who distinguish themselves by conspicuous 
bravery or heroism above and beyond the normal demands of police service. To be awarded 
the Medal of Valor, an individual shall have performed an act displaying extreme courage while 
consciously facing imminent peril. The award consists of a medal, ribbon and citation. 


Police Cross. The Police Cross may be awarded to officers who distinguish themselves by 
bravery or heroism above and beyond the normal demands of duty, but to a lesser degree than 
required for the Medal of Valor. The award consists of a medal and ribbon. 


Police Star. The Police Star may be awarded to: 


Employees who distinguish themselves by bravery or heroism above and beyond the normal 
demands of duty, but to a lesser degree than required for the Police Medal. 


Employees who distinguish themselves by performing in stressful situations with exceptional 
tactics and/or judgement. 


The award consists of a medal and ribbon. 


Lifesaving Medal. The Lifesaving Medal may be awarded when a life is saved or prolonged due 
to actions taken by an officer, and if no action had been taken the life would most likely have 
been lost. The award consists of a medal and ribbon. 


Service Awards 


Individual awards for service are based on exceptional performance of duty, clearly above that 
normally expected, which has contributed materially to the success of a major project or field 
operation. Long and faithful service in not considered for purposes of such an award. 


Distinguished Service Medal. The Distinguished Service Medal is the highest LAWA Police 
award for service and may be awarded to sworn and civilian employees who distinguish 
themselves by performing exceptional service in a duty of great responsibility or of critical 
importance to law enforcement. The award consists of a medal, ribbon and citation. 


Meritorious Service Medal. The Meritorious Service Medal may be awarded to employees who 


perform meritorious service similar to, but to a lesser degree than required for the Distinguished 
Service Medal. The award consists of a medal and ribbon. 
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Sergeant Alfred E. Turner Humanitarian Service Medal. This medal, named after an esteemed 
long- time LAWA Police sergeant, is awarded to employees who have, in their day-to-day 
activities, shown great compassion and have gone above and beyond the call of duty in their 
response to fellow human beings. It is primarily intended for on-duty actions. 


Special Incident and Professional Development Ribbons 

Special Incident Ribbons. These ribbons shall be presented to personnel assigned to or on duty 
when an incident or event occurs that severely impacts the normal operation of LAWA and the 
City of Los Angeles. Special incident ribbons and criteria for receiving ribbons are implemented 
on a case-to-case basis upon recommendation of the Uniform Committee. 


Professional Development Ribbon. This ribbon recognizes educational and professional 
achievement above and beyond normal duty requirements. 


Unit Citations 
A unit citation for outstanding performance may be conferred upon an organizational unit of the 
LAWA Police. The commendatory accomplishment must be the result of a combined effort by 


members of the unit. 


Note: The awarding of a unit citation does not preclude the conferring of individual awards to 
members of the unit for individual accomplishments during the unit's activities. 


Los Angeles World Airports Police Unit Citation. The Los Angeles World Airports Police Unit 
Citation may be awarded to an organizational unit of the LAWA Police for bravery or outstanding 
service by its members functioning as a team. The award is given to each employee assigned to 
the unit at the time the commendatory act was performed. It consists of a medal, ribbon and a 
copy of the citation. 

Minor Commendations (Refer to Section 3/9.3) 

The Los Angeles World Airports Police will award appropriate commendations and medals to 
employees who perform service or acts deserving official recognition, in addition to recognizing 
those who provide exceptional service on a given project or during a specific incident. 

Reporting Procedures 

Commendations 

Refer to Section 3/9.3 for procedures. 

Individual Medals 

Supervisors shall report actions worthy of an individual medal in the same manner as a 
commendation, and attach a separate memo recommending awarding the officer a medal. The 
form shall be forwarded to the Section Commander for review. 

The Section Commander shall review the Notice of Commendation and memo, and forward a 
recommendation as to the type of medal to be awarded to the concerned employee to the 
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Awards and Decorations Board. 

Unit Award 

Supervisors shall report actions performed by a Unit in the same manner as a commendation, 
and attach a separate memo, with a roster of the Unit members involved, recommending the 
Unit Award. The form shall be forwarded to the Unit's Section Commander for review. The 
Section Commander shall then forward the form to the Awards and Decorations Board for final 
review and signature. 

Awards and Decorations Board 

The Awards and Decorations board will be composed of an Assistant Chief as Chairperson, one 
Lieutenant, one Sergeant, one officer selected by the Chairperson, and one senior civilian 
employee. 

The Chairperson shall be responsible for: 

Maintaining the official files of the board; 

Providing staff and clerical support; 


Maintaining a record of the minutes of all meetings; 


Submitting to the Chief of Airport Police the names of persons recommended to fill the standing 
board, names to fill vacancies and any proposed change in the membership of the board. 


When a member has been designated as the recorder, the member shall assume the 
responsibilities for maintaining official files and records of the boards. 


The Awards and Decorations Board will convene quarterly (or as directed by the Chief of Airport 
Police) to review recommendations for personnel awards and commendations. Each award will 
be judged on its accuracy, merit, and substantiated performance of the individual. 


The Board will submit its recommendation to the Chief of Airport Police for final approval or 
disapproval via the Chief of Staff. 


In reviewing an award recommendation, the Board shall make note of the following to the Chief 
of Airport Police: 


Approval of the award as requested. 
Upgrade to a higher award. 

Downgrade to a lesser award. 
Disapproval of the award 
Commendations and Awards Presentation 


Minor Commendations 


Manual of the Los Angeles World Airports Police 


CHAPTER III — Personnel Policy and Procedures 


Minor commendations shall be presented by the concerned employee's Watch Commander or 
Unit supervisor. 


Major Commendations and Medals 


A copy of the Notice of Commendation and approved medal recommendation shall be sent to 
the Training Unit, who will be responsible for: 


Printing a "Certificate of Commendation" for the concerned employee or, when appropriate, for 
each member of a unit being awarded a unit commendation. The Certificates shall be signed by 
the Chief of Airport Police; 

Ordering the appropriate medal(s) to be awarded; 


The Office of the Chief of Airport Police shall be responsible for the scheduling of an Awards 
Ceremony, at the discretion of the Chief of Airport Police. 


Wearing of Ribbons and Awards 


Employees are encouraged to wear authorized medals or ribbons on the uniform shirt. Medals 
or ribbons shall not be worn on the nylon waist-length field jacket or BDU uniform. 


Authorized Medals - When Worn 


Medals shall only be worn while attending ceremonial events (i.e. - Funerals, Award 
Presentations, etc.) or at the direction of the Chief of Airport Police. 


If only one medal is to be worn, center it above the right breast pocket. Place the lower edge of 
the suspension holding bar parallel and touching the top seam of the pocket flap. 


Note: The “P” button on the right pocket may be omitted so as not to cause damage to the 
reverse side of the medallion. 


If two or more medals are to be worn, they shall be centered on the right breast pocket in the 
same manner as one medal. A maximum of three medals may be worn side-by-side in a single 
row (with no overlap), in descending order of precedence. The name plate will not be worn. 


Note: The “P” button on the right pocket may be omitted so as not to cause damage to the 
reverse side of the medallion. 


Exception: The Medal of Valor shall be suspended by the neck sash. 

Wear both large medals and ribbons on the class A (long sleeve) Uniform as prescribed in 
Section 3/9.7 E.1(a). Center ribbon(s) above the left breast pocket where the lower edge of the 
bottom row is parallel to and touching the top seam of the pocket flap. Arrange ribbon(s) in 
descending order of precedence. 

Authorized Ribbons 


Ribbons authorized for wear with the uniform in descending order of precedence a 
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United States Government ribbons 

Foreign government awards 

State of California ribbons 

LAWA Police Awards and decorations, using the following order of precedence: 

Medal of Valor 

Police Medal 

Police Star 

Distinguished Service Medal 

Meritorious Service Medal 

Lifesaving Medal 

Humanitarian Service Medal 

LAWA Police Unit Citation 

LAWA Police Professional Achievement Award 

Special Incident Service Medals 

Awards from other City Departments. 

Military Ribbons 

Officers are encouraged to wear ribbons representing duly authorized decorations or awards for 
service in the Armed Forces of the United States, or awarded by an ally friendly to the United 
States at the time of service. 


The wearing of armed forces ribbons shall follow the Order of Precedence Within Categories of 
Medals as mandated by Chapter 29, Army Regulation 670-1. 


Ribbons - Wearing 


Ribbons representing authorized medals may be worn on the uniform shirt. They shall be 
centered above the left breast pocket below the badge extending toward the wearers' left in 
descending order of precedence with the bottom row on the seam. (Note: up to two rows may 
be worn ON the pocket flap in order to avoid moving the badge). 


Three ribbons shall constitute a complete row. Precedence of rows shall be top to bottom. 
Additional rows shall also extend toward the wearers' left in descending order of precedence. 
An incomplete row shall be the top row with its ribbons centered on the complete row(s) 
beneath. 
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When LAWA Police ribbons are worn in conjunction with military ribbons and/or ribbons 
awarded by outside governmental agencies, the order of precedence is: 


United States Government awards 
Foreign Government awards 
State Government awards 

LAWA Police Awards 

Other City Department awards 


Ribbons must also be worn in the correct order of precedence established by the awarding 
agency. 


If necessary to provide sufficient space for ribbons, the badge may be adjusted upwards a 
maximum distance equal to the width of two rows of ribbons. 


U.S. ARMED FOREIGN 

FORCES GOV'T. 

STATE OF OTHER 

CALIF. STATES 

A. P. D. OTHER CITY 
DEPT. 


Rey ee 


Firearms Proficiency Recognition Award Program 


Firearms Proficiency Recognition Award Qualification 


A Firearms Proficiency Recognition Award qualification course of fire shall be announced 
annually by the Rangemaster. All sworn personnel may request to fire this course to qualify for a 
Marksman, Sharpshooter, or Expert Firearms Proficiency Recognition Award. 


Note: Officers graduating from a Police Academy (Basic or In-Service) shall receive the 
Firearms Proficiency Recognition Award, based on the officer’s final academy firearms 
qualification score. 


A modified Firearms Proficiency Recognition Award qualification course of fire for the 


Distinguished Expert Award shall be announced bi-yearly by the Rangemaster. All sworn 
personnel may request to fire this course to qualify for this award. 
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In the event an officer is on an approved leave (i.e.- vacation , |.O.D., extended sick, jury duty, 
etc.) when the Firearms Proficiency Recognition Award qualification course of fire occurs, the 
officer will be allowed to fire the course upon returning to duty. 

Award Classifications 

Marksman 

Officers must achieve an average score between 75%- 79% of the total possible score . 
Sharpshooter 

Officers must achieve an average score between 80%- 89% of the total possible score. 
Expert 

Officers must achieve an average score above 90% of the total possible score. 


Distinguished Expert 


Officers must achieve an average score between 98%- 100% of the total possible score on a 
modified bulls-eye course of fire on a bi-yearly basis to qualify for the award. 


Annual Awarding of Firearms Proficiency Recognition Awards 


Upon receipt of the awards eligibility list the Officer-in- Charge, shall order the medals to be 
awarded. 


If an officer is eligible to receive an award, and the preceding year the officer had received an 
award of the same classification (i.e. 1995 - Expert Award, 1996- Expert Award), the officer shall 
not receive a second award of the same classification and shall be authorized to continue to 
wear the award previously issued. 


The Chief of Airport Police, or his designee, shall present the Firearms Proficiency Recognition 
Awards to eligible officers. 


Wearing Firearms Proficiency Recognition Awards 

Officers who qualify for any of the Firearms Proficiency Recognition Awards shall be eligible to 
wear the award on their Class A or B uniform for a period of one (1) year after receipt of the 
award. Awards shall not be worn with BDUs. 


Exception - Officers who qualify for the Distinguished Expert award are eligible to wear the 
award only for a six month period. 


Note: Only authorized LAWA Police issued Firearms Proficiency Recognition Award medals 
shall be worn by uniformed officers and supervisors. The wearing of any other firearms 
proficiency medial is not authorized. 


The Firearms Proficiency Recognition Award shall be worn on the outside flap of the left pocket 
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of the uniform shirt, near the upper right side seam. 

Employee Assistance 

Chaplain Program 

General 

A Police Chaplain is a member of the clergy with special interest in and training for providing 
pastoral care in the field of law enforcement. This pastoral care is offered to all people, 
regardless of race, gender, sexual orientation, national origin, creed or religion. It is offered 
without cost or proselytizing. 

The Police Chaplain is led in his/her own faith to be available and ready to serve those in need. 
The chaplain's ministry provides a source of strength to the members of law enforcement 
agencies, their families, and the community. 

LAWA Police Chaplains serve on a purely voluntary basis. 

Privileged Communication 

Chaplains listen and participate in the workplace of law enforcement officers with empathy and 
experience, advising calmly in the midst of turmoil and danger, offering assistance when 
appropriate or requested. 

All of this is accomplished with the total confidence that what is said in confidence will stay 
confidential. Chaplains do not divulge confidential communications. This kind of communication 
is described in law as penitential communication. Penitential communication, as stated in 
Section 1032 of the California Evidence Code: 

"...means a communication, made in confidence, in the presence of no third person so far as 
the penitent is aware, to a clergy [member], who, in the course of the discipline or practice of his 
[or her] church, denomination, or organization, is authorized or accustomed to hear such 
communications and, under the discipline or tenets of his [or her] church, denomination, or 
organization, has a duty to keep those communications secret." 

Therefore, communications between a Chaplain and a penitent (employee) remain confidential 
so long as they are made in confidence. Basically, any and all private conversations between a 
Chaplain and an employee can and should be considered penitential communications. 

The only exceptions to this rule of confidentiality are: 

The penitent threatens the life of the Chaplain, or the life of another; 

The penitent is or is about to endanger the safety of others; 

The penitent threatens suicide; 

Responsibilities 


The Chaplain shall be responsible for: 
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Responding to the needs of LAWA Police employees during times of death, injury or emotional 
distress; 


Providing spiritual support and guidance to employees upon request; 


Assisting supervisors in making notifications to family members of employees receiving serious 
injury or upon death of a LAWA Police employee on or off duty; 


Being available to LAWA Police employees and their families when requested in times of 
personal stress and/or crisis; 


Participating in ride-alongs and foot patrols in order to become acquainted with the stressors 
experienced by sworn and non-sworn uniformed officers in the performance of their duties; 


Assisting the LAWA Police, when requested, in providing comfort and support to Los Angeles 
World Airport tenants and the traveling public during times of emotional trauma(i.e. - the 
aftermath of violent crime, air disasters, etc.) as a means of alleviating pressure on LAWA 
Police employees; 

Maintaining an influence/presence that fosters the highest ethical conduct among employees; 
Maintaining contact with the local clergy; 


Fostering public confidence and support during periods of heightened public interest and by 
attending civic events; 


Serving as a resource for crisis intervention and other forms of counseling to the members of 
LAWA's aviation community when requested to do so by the LAWA Police; 


Responding to Call-outs and reporting to the Operations Center supervisor or on-duty Watch 
Commander on arrival. 


Note - Chaplains shall complete the Peer Support Training course prior to participating in Call- 
outs. 


Chaplain Call-Out Procedures 

Whenever it is determined that a Police Chaplain(s) is needed to respond to a critical incident 
(i.e. - officer- involved shooting, critically injured employee, death of employee on or off duty, 
etc.), the Operations Center shall be notified. 


The Operations Center supervisor or designee shall: 


Contact a Chaplain, give a brief description of the incident, request he/she respond to the 
station, and obtain an ETA; 


Assign a Patrol unit to escort the Chaplain to the incident site or Command Post. 
Note: if the Chaplain is responding to a specific incident at the request of a Section or Unit other 


than Patrol Services Section, the requesting Section or Unit shall provide logistical support and 
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transportation for the Chaplain. 


At the conclusion of the incident, or when it is determined that the Chaplain's services are no 
longer required, the Chaplain shall be transported back to the station and released. 


Chaplain Contact information 
Police Chaplain contact information shall be maintained by the Operations Center staff. 
Qualifications for Chaplaincy 


The following shall be used to assess the professional qualifications of candidates for the LAWA 
Police Chaplain Program: 


Candidates shall be ecclesiastically certified persons in good standing and endorsed for the law 
enforcement chaplaincy by a recognized religious body. The candidate shall have a minimum of 
five (5) years’ experience in ministry. 


The candidate shall have an established or formal penitential custom in his/her church, 
synagogue or denomination. 


Candidates from specialized ministries (i.e. - Salvation Army, etc.) shall demonstrate 
appointment in that ministry by appropriate documentation. 


Candidates shall be either serving in, or retired from, a ministry position, including: 
Pastoral ministry; 
Chaplaincy (i.e. - military); 


A teaching or administrative position at a school, college or seminary whereas service as a 
clergy person is a substantial part of the duties. 


Application Process 

Candidates shall complete a City of Los Angeles Employment Application form, listing their 
qualifications. Resumes may be attached to the application, but will not be accepted in lieu of an 
application. 


The Chief of Airport Police, or designee, shall review all applications and interview all qualified 
candidates. 


Selected candidates shall undergo a ten (10) year background check as mandated by the 
Federal Aviation Administration prior to acceptance into the Chaplain Program. 


Selected candidates shall undergo a criminal history record check prior to acceptance into the 
Chaplain Program. 


Acceptance of a candidate shall be at the sole discretion of LAWA. 


Training 
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Chaplains shall complete the Los Angeles Sheriff Department Peer Support Person Training 
Course or an approved equivalent course prior to eligibility for Call- outs. 


In addition, active chaplains shall complete 3.5 Continuing Education Units (CEU's) within the 
first three- (3) years and every three years thereafter of participation in the Chaplain Program. 
CEU's may be earned through LAWA Police training and/or approved courses which may 
include: 

Stress Management; 

Death Notification; 

Burn-out (officers and chaplains); 

Legal Liability and Confidentiality; 

Ethics; 

Crisis Response - Critical Incidents; 

Law Enforcement Family Issues; 

Substance Abuse; 

Suicide; 

Sexual Harassment and Retaliation; 

Officer Injury or Death; 

Sensitivity - Diversity Training. 

Code of Conduct 

Chaplains serve the LAWA Police on an interdenominational basis. 

Chaplains shall not recruit employees to a "new" faith (no proselytizing). 

Chaplains are not to become a replacement for an individual's own clergy. 


Chaplains shall not interfere with LAWA Police personnel in the performance of their duties. 


Chaplains may visit LAWA Police -controlled facilities and shall wear proper LAWA Security 
Badges at all time. 


Chaplains shall have access to all buildings and scenes where the presence of law enforcement 
officers indicates the requirement of need for the Chaplain's services. Escort service shall be 
provided when necessary. 


Chaplains shall dress in a manner appropriate to the calling and becoming of a trained and 
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ordained religious leader, Keeping in mind that in responding to a critical incident time is of 
greater value than appearance. Unless otherwise dictated by religion or faith, the Chaplain 
should wear a LAWA Police issued Chaplain Raid jacket when appropriate. 

Removal from Program 


Chaplains may be removed from the program at the sole discretion of the Chief of Airport 
Police. Reasons for removal include, but are not limited to, the following: 


Loss or removal of chaplaincy status; 

Failure to complete required and/or annual training; 
Serious violation of the program's Code of Conduct; 
Failure to comply with reporting requirements. 

Equipment 

Chaplains shall be issued the following equipment: 

A LAWA Police Civilian Photo Identification Card; 

A LAWA Security Badge; 

LAWA Police business cards bearing the Chaplain's name; 
A ballistic vest; 

A blue Chaplain Raid jacket; 

Two Chaplain Polo shirts; 

A pager for Critical Incident Response Call-outs; 

A radio handset. 

Reporting Requirements 

Chaplains shall be required to submit a Chaplain's Monthly Report for the preceding month to 
the Office of the Chief of Airport Police within ten (10) days of each succeeding month. This 
report shall include: 

Business and committee meetings; 

Travel time to and from meetings or Unit Assignments; 
Training sessions; 


Ride Alongs; 
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Call-outs; 

Spiritual counseling of employees (employees need not be identified); 
Facility visits, including Command Posts in the field; 

Community functions attended as a LAWA Police Chaplain; 

Any other activities or duties not covered above relating to Chaplaincy duties; 


Comments - This section should detail and describe activities engaged in, present insights 
where appropriate, and provide relevant feedback. 


Note - Chaplains wishing to raise confidential issues should do so in any way they deem 
appropriate. 


Benefits 


LAWA Police Chaplains shall receive a stipend of $15.00 a month, and additional stipend of 
$50.00 twice per year to cover cost of travel to perform Chaplain functions. 


Chaplains are eligible for Volunteer Insurance coverage through the Volunteer Division of the 
City of Los Angeles. This insurance provides both limited medical coverage and liability 
protection for individuals serving the City of Los Angeles on a voluntary basis. All LAWA Police 
Chaplains shall be required to fill out and submit a Volunteer Enrollment Form to Risk 
Management who will forward the forms to the City Volunteer Division. 

If a Chaplain is severely injured, LAWA, through its Risk Management Division, shall petition the 
City Council to recognize the Chaplain as a full-time employee of the City of Los Angeles for 
Workers' Compensation benefits eligibility. 

Chaplain Program Coordinator 


The Watch One Operations Center supervisor shall have collateral duty as the Chaplain 
program Coordinator. 


Injury on Duty Procedures 
Obtaining Medical Treatment 
Major Injury on Duty 


If the injury on duty requires immediate medical attention, whether or not it is related toa 
criminal act, paramedics shall be requested to respond to the location. 


If the injured employee is a uniformed officer, the officer’s Sam Brown and related equipment 
(baton, handcuffs, radio, etc.) shall be removed by responding officers, if possible, prior to 
transportation by paramedics. The removed equipment shall be given to a supervisor. 

Note: If the injured employee is a sworn officer, a sworn officer or supervisor shall respond to 
the scene and recover the officer’s firearm, badge, Police photo identification card, and any 
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other related equipment. 


A supervisor shall respond to the hospital for Followup investigation and compete a Form 5020 
and DWC 1. 


The LAWA Industrial Nurse shall be advised of the incident by phone or electronic mail. 

Minor Injury On Duty 

Whenever an LAWA Police employee receives an injury on duty that does not require 
emergency medical attention, his/her immediate supervisor shall be notified. The supervisor 
shall prepare Form 5020 and DWC 1, give the appropriate forms to the employee and ascertain 
how the injury occurred. 


Injury On Duty-Not Crime Related 


If the injury did not occur as a result of a criminal act and/or does not require emergency 
medical attention, the injured employee will be sent to: 


The LAWA nurse at 7301 World Way West, 1st floor, Monday through Friday between 0800 to 
1700 hrs. 


Centinela Airport Medical Clinic after hours, weekends and holidays. Note: The LAWA Industrial 
Nurse shall be notified by phone or electronic mail of the injury. 


Injury On Duty Crime Related 


If the injury was a result of a criminal act while the employee was performing his/her assigned 
duties, the injured employee shall be sent to Centinela Airport Medical Clinic. 


A copy of the medical treatment form shall be attached to the Arrest or Crime Report. 

Injury Investigations 

Supervisors shall conduct an investigation of on-duty injuries and document their findings on the 
Form 5020. Any reports generated as a result of the injury (i.e.-PIR, Traffic Collision Report, 
Arrest Report, etc.) shall be attached to the Form 5020 to ensure proper review of the incident. 
If the investigation reveals an unsafe procedure, the supervisor shall advise the Watch 
Commander or Unit Leader and attempt to correct the situation. However, if immediate action is 
required to stop the unsafe practice, the Watch Commander or Unit Leader shall notify the 
Section Commander, who may, at his/her discretion, issue a memorandum advising personnel 
about the situation. A copy of this memorandum shall be forwarded to Manuals and Orders Unit. 
Note: Risk Management may be contacted to assist with resolving the situation. 

If the investigation reveals that the employee was injured as a result of not using provided 
safety equipment, the supervisor shall verbally counsel the employee and record the counseling 
on the Form 5020. 


If the investigation reveals that the employee was injured as a result of misconduct, the 
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supervisor shall note on the Form 5020that the incident is under investigation. The supervisor 
shall then forward their findings to the Watch Commander or Unit supervisor for follow-up. 


Report Routing 


The completed Form 5020 shall be reviewed by the Watch Commander or Unit Leader prior to 
submission to Records Unit. 


Note: In all cases, the report shall be submitted to Records within seven (7) working days of 
notification of the incident. 


All Form 5020s and any additional documentation shall be forwarded to Records Unit for 
processing. 


Records Unit shall forward a copy of the completed Form 5020and any additional 
documentation to the Light Duty/IOD Coordinator and the LAWA Industrial Nurse. 


Temporary Modified Duty Program 
Information 


The City of Los Angeles encourages employees who have experienced an injury or illness to 
return to their pre-injury position as soon as possible. However, it is recognized that an 
employee may sustain certain injuries or illnesses from which the employee is expected to fully 
recover, that require healing time but does not necessarily incapacitate the employee and may 
allow the employee to return to work with restrictions. 


The Temporary Modified Duty Program is designed to allow these employees to return to work 
as soon as possible while adhering to the restrictions set forth by the employee's treating 
physician. This helps ensure that essential public services continue to be delivered, reduces the 
costs of workers' compensation and allows the employee to continue to contribute their work 
effort to the City while reducing the possible impact extended sick leave may have. The 
Program assignment is for a maximum of one hundred fifty (150) days. The Program is also 
intended to protect the employee from further injury or illness by temporarily modifying their duty 
assignment to allow proper healing so that they may return to full duty as quickly as possible. 


Temporary modified duty assignments shall be allocated based on the needs of the LAWA 
Police/Department/City. An employee assigned to the Program may be subject to a different 
work location, schedule change, shift change and/or a change of duties. Refusal to cooperate in 
the Program will result in uncompensated time off until the employee is eligible to return to full 
duty status. 


When an employee is determined to be "permanent and stationary," the employee is not eligible 
for the program. The Department's Reasonable Accommodation Coordinator must conduct a 
Reasonable Accommodation Assessment. 

Definitions 


Temporary Modified Duty - A temporary job assignment other than the employee's regular job 
classification and/or job assignment not to exceed 90 days. 
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Work Restrictions - A limitation on work duties and/or tasks determined by the employee's 
treating or City approved physician. 
Eligible Employee - An employee having permanent status in a civil service classification, 
exempt management classification or exempt confidential/administrative classification. As- 
needed employees are not eligible to participate in this program. 
Reasonable Accommodation Assessment — Interactive process by which a determination is 
made by the employer, with input from the employee, as to the effects a work restriction may 
have on the employees ability to perform all aspects of their job. 
Permanent and Stationary - When an employee has reached a stage in their treatment of an 
injury or illness where a determination has been made by the employee's treating or City- 
approved physician that their condition has reached a point as to where no further improvement 
will be realized. 
Program Management 
Temporary Modified Duty Coordinator 


In addition to ensuring compliance with City policies and procedures concerning light duty 
assignments affecting employees, the Temporary Modified Duty Coordinator is responsible for: 


Reviewing employee restrictions and placing them in appropriate modified duty positions; 
Tracking light duty personnel to ensure compliance with time limits and work restrictions; 
Meeting with Section Light Duty/IOD Coordinators monthly to discuss Light Duty/IOD issues; 
Providing updates on the status of employees, when required; 

Coordinating with Risk Management and Human Resources concerning modified duty 
placements outside the LAWA Police when no position is available that would meet the 
employee's restrictions. 

Section Light Duty/IOD Coordinators 

Employees assigned as the Section Light Duty/IOD Coordinator are responsible for: 
Forwarding medical paperwork to the Temporary Modified Duty Coordinator; 

Reviewing employee restrictions and making recommendations for modified duty placement; 
Tracking light duty personnel to ensure compliance with time limits and work restrictions; 


Meeting with the Temporary Modified Duty Coordinator monthly to discuss Light Duty/IOD 
issues; 


Providing updates on the status of employees, when required. 


Program Guideline 
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Program Enrollment 
Employee 


Whenever a LAWA Police employee is placed on work restrictions by his/her physician due to 
an injury or illness, the employee shall: 


Obtain a doctor's note outlining the work restrictions; 


Inform his/her immediate supervisor of the work restrictions and provide documentation on the 
first day the employee returns to work. 


The supervisor shall forward a copy of all documentation to the Section Light Duty/IOD 
Coordinator. 


Section Light Duty/IOD Coordinator 

The Section Light Duty/IOD Coordinator shall review the documentation and confer with the 
Temporary Modified Duty Coordinator to determine if the employee qualifies for participation in 
the Temporary Modified Duty Program. 

If it is determined that the employee is eligible for the program, the Section Light Duty/IOD 
Coordinator shall meet with the employee to advise them of their eligibility, program guidelines, 
and inquire if the employee is interested in participating in the program. If the employee agrees 
to participate in the program, the Section Light Duty/IOD Coordinator shall contact the 
Temporary Modified Duty Coordinator. 

Temporary Modified Duty Coordinator 

The Temporary Modified Duty Coordinator shall determine if a position is available for the 
employee. When a position is available, the Temporary Modified Duty Coordinator shall draft a 
memo informing the employee where to report for their Temporary Modified Duty Assignment. 
Participating Employee 


To ensure that the employee is receiving proper treatment, therapy (if applicable) and rest, 
participation in this program requires that the employee: 


Does not exceed his/her temporary modified duty work restrictions; 
Where possible, schedule treatments or therapy at the beginning or end of the work shift; 
Attend scheduled physician appointments and participate in prescribed treatment; 


Obtain doctor's notes/certificates from the treating physician outlining their current status, 
including any work restrictions, and provide them to their supervisor in a timely manner; 


Provide doctor's notes/certificates from the treating physician if they request compensation for 
the time off from work due to the injury/illness; 
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f. Promptly notify their supervisor of any change in their work restrictions and provide a statement 
from their treating physician. 


3. Assignments, hours of work, and days off are at the discretion of management. Hours of work 
are generally on a 5/40 schedule. Management will take seniority into consideration whenever 
possible. However, seniority will not be the lone or primary factor in determining assignments. 


4. Overtime is restricted to those situations where a project needs to be completed on the day the 
overtime is worked, and/or with the approval of the Chief of Airport Police in accordance with the 
LAWA Police's needs. 


5, Permission to work off-duty will be temporarily revoked until such time as the employee returns 
to full duty. 
6: An employee shall remain on their employing Department's payroll whether or not they are 


assigned outside of the Department and/or LAWA Police. It is the responsibility of the 
employee's immediate supervisor to ensure that the employee is submitting the required time 
keeping documents. 


7. Supervisors must ensure that LD is entered on the employee's time sheet in the Variation Code 
box to ensure proper tracking by Payroll. 


3/10.4 Survivor Questionnaire 
LAWA Police employees may voluntarily complete the Survivor Questionnaire and either: 


Request to have the form placed in their LAWA Police Personnel folder on the Instruction page and 
forward the completed signed Instruction page and Questionnaire to Records Unit for processing; 


A. Give the completed Survivor Questionnaire to a third party. Those who give the form to a third 
party shall place the person's name and contact information on the Instruction page of the form 
and forward the Instruction page to Records Unit for processing; 


B. Choose not to fill out the Questionnaire. Those who do not wish to fill out the Questionnaire 
shall sign Part C of the Instruction page and forward the Instruction page to Records Unit for 
processing. 


Records Unit shall be responsible for placing completed Instruction pages and any completed 
Questionnaires in the employee's LAWA Police Personnel folder. 


LAWA Police employees shall be responsible for updating their Survivor Questionnaire. This 
should be done on an annual basis or whenever contact information needs revision. 


All new LAWA Police employees are required to fill out the Survivor Questionnaire, which will be 
placed in their LAWA Police folders. 
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4/1 Training Unit 
4/1.1_ Policy 


LAWA Police has an obligation to provide a professional standard of law enforcement service to the 
airport, its patrons and tenants. In fulfilling that responsibility, it is essential that personnel be properly 
trained. This is true not only at the entry level where officers must receive basic training prior to their 
assumption of police responsibilities, but it is a continuous process throughout their careers. Training is 
provided to accommodate LAWA Police needs and to actualize the interest and concern which the 
LAWA Police has for the self-improvement and personal development of its employees. 


The Training Unit shall have primary responsibility for coordination and management of training for 
LAWA Police sworn and non-sworn personnel. 


4/1.2 Function and Activities 

LAWA Police Training Unit shall have responsibility for: 

Ai Liaison with the LAWA Training Coordinator to provide training for civilian employees; 

B. Coordination and supervision of LAWA Police basic recruit training in compliance with California 


Peace Officer Standards and Training (P.O.S.T.) requirements, training standards mandated 
under Section 832.1 of the California Penal Code and training directives, including: 


1. Recruit academy orientation; 

2. Recruit academy equipment procurement; 

3. Liaison with the academy contracted to provide basic recruit training for LAWA Police recruits; 
4. Providing counseling services through the LAWA Employee Assistance Program for recruits and 


their families to help them adjust to the difficulties the police academy environment, as well as 
police work in general, may bring upon a family; and, 


5: Providing training in LAWA Police policy and procedures to recruit academy graduates. 


C. General orientation for all new employees, both sworn and civilian, per LAWA Administrative 
Manual, Section 3.010, which shall include: 


1. LAWA Police's role, purpose, goals, policies, and procedures. 

2. Working conditions and regulations; and, 

3. Responsibilities and rights of employees. 

D. Coordination and scheduling of sworn personnel for mandated P.O.S.T. in-service training; 
Ey Coordination and scheduling of personnel for mandated F.A.R. 107.25 training classes; 

F Coordination and scheduling of sworn and non-sworn personnel for specialized training; 
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Coordination and scheduling of transitional training for newly promoted personnel; 


Coordination of transitional training for personnel transferred from specialized assignments to 
Patrol Services Section; 


The planning, development, and coordination of training programs by one of the following 
methods: 


Direct instruction; 


Coordination of training conducted by other sections, or units of the LAWA Police, LAWA, or 
City of Los Angeles; and, 


Coordination of training conducted by outside law enforcement agencies or private sector 
entities. 


Notification to Command Staff concerning required training programs; 

The publishing and posting of available optional training opportunities; 

Training record maintenance for all personnel; 

Attendance record maintenance for required training programs, and generation of reports to 
appropriate Commanding Officers concerning employee attendance of assigned training 
programs; 

NOTE - Illness, required court appearances, and other serious schedule difficulties may require 
absence from required training programs, and will be designated as excusable or inexcusable 
by the employee's Commanding Officer. It shall be the responsibility of the Training Unit to re- 
schedule the employee to the next scheduled training session or a make-up session (Refer to 
Section 4/1.9). 

Selection of training instructors; 

Providing Instructor Development training for LAWA Police trainers; 

Evaluating all training programs and generates a yearly report for the Training Committee; 
Coordinating the attendance of personnel at training seminars; 


Providing training material and training videos to Patrol Services Section for roll-call training. 


Furnishing training material and training videos to personnel upon request; 


4/1.3 Training Program Development/Needs Analysis Methodology 


The development of training programs and curricula may originate with the Training Unit, LAWA, or the 
City of Los Angeles, and will embody a spirit of program updating, revising or modifying consistent with 
needs assessments and job task analysis. 


A. 


Identification of Training Needs 
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The following factors shall be used to determine training needs: 

Review of new laws, court decisions and agency directives; 

Evaluation of the success of training programs in meeting LAWA Police objectives; 
Identification of problems associated with physical facilities, materials or scheduling; 
Consultation with the Chief of Airport Police and Command Staff; and, 


Other resources such as inspection reports, staff reports, consultation with field personnel, 
training evaluations and internal affairs investigative reports. 


Master Training Plan 


Based on training needs, the Training Unit shall formulate a Master Training Plan. Classification 
of training (mandatory, essential, or desirable) shall be based on rank, assignment, and job task 
analysis. Personnel shall be scheduled for training based on training requirements for job 
proficiency, availability of personnel for scheduled training and seniority. The Master Training 
Plan shall be available for review at any time. 


4/1.4 Training Programs 


All training programs conducted by or for the LAWA Police shall contain a written statement of training 
objectives. 


A. 


Recruit Training Program 


Training objectives for LAWA Police recruits shall be defined by the contract academy following 
standards approved by the California Commission on Peace Officer Standards and Training. 


Written and performance tests are required in recruit training. Passing scores shall be 
determined by the training agency. 


In-Service Training Programs 
Advanced Officer's Training Requirements 


All sworn personnel shall attend 24 hours of P.O.S.T. certified Advanced Officer Training every 
two- (2) years as mandated by P.O.S.T. This training shall include, but not be limited to: 


Changes in policy, procedures, rules, and regulations; 

Changes in statutory or case law affecting law enforcement operations; 
LAWA Police policy on use of force and deadly force; 

Weaponless defense; 


Patrol tactics update; 
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First aid/C.P.R.; 

New investigative or technological techniques or methods; 

Hazardous Material Incident First Responder; 

Contingency plans relating to special operations and unusual occurrences; 
Collection and preservation of evidence; 

Report writing requirements; 

All P.O.S.T. mandated training courses. 


Selection for Advanced Officer Training and training criteria shall follow guidelines established 
by the LAWA Police Master Training Plan. 


In-Service Training Sites 

Training Unit shall be responsible for coordinating and providing in-service training sites. The 
sites should contain a classroom equipped with desks, chairs, audio/visual equipment, or other 
training aids required by the training instructor depending on the training provided. 


Lesson Plan 


All In-Service training programs conducted by or for the Police shall have a written lesson plan 
in the following format with the following headers: 


Title of Instruction (Name of the Class) 
Time of Instruction (How long is the class, i.e. - 30 minutes, 1 hour, etc.) 
Target Group (Who is receiving the training, i.e. - Patrol Officers, Traffic Control Officers, etc.) 


Method(s) of Instruction (This can include group discussion, Powerpoint presentations, 
handouts, lecture, etc.) 


Instructional Objectives (What will the class teach the target group) 

Instructional Goals (What should the target group learn or be able to do after taking the class) 
All instructors for the LAWA Police shall submit their lesson plan to the Training Unit. The lesson 
will then be submitted to P.O.S.T., who will determine if the class meets the criteria for P.O.S.T. 
certification. 


Lesson Plan Files 


Training Unit shall maintain a file of lesson plans for in- service training classes given to 
personnel. 
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Recognition of Completion of In-Service Training Course 


Training Unit shall issue a Certificate of Completion to all personnel who successfully attend and 
complete a LAWA Police sponsored in-service training course. 


Specialized Training Program 
The following procedures must be adhered to. 
Specialized Training NOT Involving Travel 


A completed APR form must be submitted 30 days prior to the training start date to allow for 
processing. Late submissions will not be processed. 


The APR form can be found on the Airport Police "K- Drive" and must include a copy of 
supporting documentation (flyer or brochure) outlining the training content, location, dates, times 
and cost to attend. The employee must justify the training on this form. 


The APR form shall then be submitted to the employee’s Section Commander through his/her 
immediate supervisor. 


The Section Commander shall then review the form and training documentation for 
appropriateness and sign it. 


If disapproved by the Section Commander, the form shall be returned to the requesting 
employee and the reason for the disapproval shall be documented by the respective 
Commanding Officer’s clerical support staff. 


If approved by the Section Commander, the form shall be sent forward to the Training Unit, 
Officer-in-Charge. 


APD Training Section Staff will log and review the request and its attachments for accuracy, 
time adherence and forward to the Commanding Officer, Training Section, for approval on 
behalf of the Office of the Chief of Airport Police. 

If disapproved by the Commanding Officer, Training Section, the form shall be returned to the 
requesting employee and the reason for the disapproval will be documented by Training Unit 
staff. 


If approved by the Commanding Officer, Training Section, the form will be sent forward to the 
Airport Police Fiscal Section for final review and approval. 


If disapproved by Fiscal Section, the package will be routed back to the employee through the 
Training Unit and the reason for disapproval will be documented. 


If approved by Fiscal, Training Unit staff will document the approval, draft a Training Order and 
distribute appropriately. 


Note: Training is not approved until a Training Order has been issued. 


The Training Unit Staff will make reservations with the vendor. 
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Upon completion of training the employee shall forward a copy of their certificate of completion 
to the Training Section. 


Specialized Training Involving Travel 

A completed APR form which involves travel, even if it is free, must be approved/signed by the 
employee’s Section Commander (i.e., “Recommendation of Supervisor” section) and submitted 
60 days prior to the training. Late submissions will not be processed. 

The form must include a copy of supporting documentation (flyer or brochure) outlining the 
training content, location, dates, times, course curriculum and all costs to attend with a Travel 
Justification Memorandum signed by the requesting employee’s Section Commander to the 
Chief of Airport Police. 


The memorandum must include the date and location of the training, reason/justification for the 
training, and the course curriculum. 


Complete a Travel Authority Request form and Supplemental Travel Authority Form signed by 
the requesting employee. 


The form with all attachments shall be sent forward to the Training Unit Officer-in-Charge. 

APD Training Section Staff will log and review the request and its attachments for accuracy, 
time adherence and forward to the Commanding Officer, Training Section for approval on behalf 
of the Office of the Chief of Airport Police. 


If disapproved by the Commanding Officer, Training Section, the form shall be returned to the 
requesting employee and the reason for the disapproval will be logged by Training Unit staff. 


If approved by the Commanding Officer, Training Section, the Training Unit Travel Authority 
Coordinator will contact the employee requesting training directly. The employee will be asked 
to: 

Provide Hotel/Lodging information. 

Note: Reservations will be the responsibility of the employee. 

Advise if a rental vehicle will be needed. 


Note: Rental vehicle costs are not allowed if courtesy transportation is available. 


The Training Unit Travel Authority Coordinator will process all travel-related documents through 
APD internal approval processes. 


Note: Travel may be disapproved at anytime during the internal approval process, whereupon 
the employee may have to cancel Hotel/Rental Car reservations. 


Travel is not approved until a Training Order has been issued. All travel paid for without prior 
approval will not be reimbursed. 
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Free/Local Training Opportunities 
In those instances where training is both free and local: 
An APR Form must be completed as soon as possible. 


Attach a copy of supporting documentation (flyer or brochure) specifying that the training is free 
and outlining the training content, location, dates, times. 


If pre-registration is required for free/local training, employees are encouraged to make 
reservations. 


The APR Form shall then be submitted to the employee’s Section Commander through his/her 
immediate supervisor. 


The Section Commander shall then review the form and training documentation for 
appropriateness and sign. 


If disapproved by the Section Commander, the form shall be returned to the requesting 
employee and the reason for the disapproval shall be logged by the respective Commanding 
Officer’s clerical support staff. 


If approved by the Section Commander, the form shall be sent forward to the Training Unit 
Officer-in-Charge. 


APD Training Section Staff will log and review the request and its attachments for accuracy, and 
forward to the Commanding Officer, Training Section for approval on behalf of the Office of the 
Chief of Airport Police. 

If disapproved by the Commanding Officer, Training Section, the form shall be returned to the 
requesting employee and the reason for the disapproval will be logged by Training Unit staff. 
The employee is responsible to cancel any reservations made for the free training. 

If approved, Training Unit staff will log the approval and draft a Training Order. 

Training is not approved until a Training Order has been issued. 

Employees approved to attend specialized training courses may be required by their Sectional 
Commanders to provide special roll call or sectional briefings regarding the training/information 
they received. 

Training class records 

Training Unit shall maintain records for each training class, which includes: 

A lesson plan; 


Class attendees; and, 


Test results, if any tests administered. 
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Testing 


Testing for in-service training courses may be developed by instructors to measure student 
knowledge gained from the course and reinforce course content. 


Guidelines for testing: 

Test questions must reflect course content; 

Test questions can be either true/false, multiple choice, fill in, or essay; 
Tests can be administered either orally or in written format; 


Performance testing should include practical exercises in the application of course material so 
instructors can evaluate the performance of each student. 


Attendance and satisfactory participation can meet test criteria for certain types of in-service or 
specialized programs, as well as the satisfactory completion of a class assignment. Student 
critiques of the class and instructors shall also be considered for course evaluation. 

Instructors 


LAWA Police Instructors 


The Training Unit shall be responsible for the selection of LAWA Police instructors for in-service 
training. 


Selection 

Selection of LAWA Police instructors shall be based on the following criteria: 
Good verbal communications; 

Subject expertise necessary to conduct a training course. 

Training 


It is recommended that instructors attend a P.O.S.T. approved Instructional Development Class 
or it's equivalent. This training will include: 


Lesson plan development; 
Performance objective development; 
Instructional techniques; 

Learning theory; 

Testing and evaluation techniques; and, 


Resource availability and use. 
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B. Non-LAWA Police Instructors 


1. The Training Unit shall review: 

a. Personnel training programs used by various entities in the private sector; 

b. Community college and university courses; 

C: Training courses offered by other law enforcement and governmental agencies. 

2. Recommendations for employee attendance in these programs will be forwarded to Chief of 


Airport Police for appropriate consideration. 

Instructors from other law enforcement agencies (i.e. — FBI, DEA, Secret Service, etc.) who are 
recognized as qualified instructors in their respective agencies shall be recognized as qualified 
instructors by the LAWA Police. 

Classes taught by Non-LAWA Police instructors will be monitored by the Training Unit. 


Whenever possible, In-Service training programs not conducted by LAWA Police instructors 
shall be coordinated through either a community college or state university. 


C. All instructors shall abide by POST Guidelines for Student Safety in Certified Courses. A copy of 
this document is available for review in the Training Unit office. 


4/1.6 Remedial Training 

Whenever a supervisor or FTO determines that an employee has a demonstrated training deficiency, 
the supervisor or FTO shall submit a "Request for Remedial Training" form to the Training Unit. A copy 
of the form shall be forwarded to the concerned employee's Commanding Officer. 

The Training Unit shall process the request, select a training course based on the training deficiency, 
and require the employee to attend the remedial training. The employee shall provide Training Unit with 
a copy of any certificate of completion for filing purposes. 


Documented Remedial training shall be completed in a timely manner. Failure to complete remedial 
training may be grounds for disciplinary action. 


If the employee is an Officer-In-Training with the Field Training Program, failure to complete remedial 
training may result in termination. 


The Training Unit shall be responsible for coordinating all remedial training assignments and record 
retention of all remedial training. 


4/1.7 Training Records 


Training Unit shall be responsible for maintenance of personnel training records. Training records shall 
be updated whenever personnel attend training. 


A. Release of Training Records 
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Training records of LAWA Police employees or former employees are not considered 
confidential. However, subjective evaluations of officers by Field Training Officers, Recruit 
Academy Staff, and supervisors, or any test scores, performance evaluations, and supervisory 
ratings shall be considered part of an officer's personnel record, and as such are confidential in 
nature. 

1. Training records may be inspected by outside agencies authorized by law or regulation to 
conduct such inspections. However, prior to the inspection Training Unit personnel shall be 
responsible for the removal of all subjective evaluations, test scores, performance evaluations, 
and supervisor ratings contained in training records to be inspected. 

2. Employees may request a copy of their training record, in writing, from the OIC, Training Unit. 


3. Requests for release of training records pursuant to a court order shall be referred to the 
LAWA's City Attorney's Office for review and disposition. 


4. The Training Unit shall maintain a file to document the release of a training record, including: 
a. Requesting employee, agency or party; 

b. Copy of request letter; 

Cc: Person who authorized the release; 

d. Release date. 

4/1.8 Training Materials 

A. Check-Out Procedures 


Any person desiring to use Training Videos or Written Manuals maintained by the Training Unit 
shall adhere to the following procedures: 


1. Contact a Training Unit Coordinator regarding the material and, sign for it in the checkout book. 
The checkout log shall also be signed by a Training Unit Coordinator authorizing the release of 
the material. 

2 Training materials may be checked out for a maximum of three (3) days at a time. 

3. The material shall be returned on or before the due date, at such time a receiving Training Unit 


Officer shall initial the log to acknowledge the return of the material. Training material shall not 
be removed from the Training Unit Staff without proper authorization. 


B. Issuance of Supplies for Training Class 
When an employee is scheduled to attend a LAWA Police approved training class, which 
requires participants to supply their own equipment (i.e. - ammunition, audio/video equipment, 
clerical supplies, etc.) or a vehicle, the employee shall: 


1. Obtain a copy of the Training Order, signed by the Commanding Officer, Professional Standards 
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Section, or his/her designee; 

Present the Training Order copy to the following units to obtain the supplies: 
Ammunition/Weapons - Range Detail 

Vehicles - Logistics 

Audio/Video Equipment, clerical supplies - Training Unit 


Note - No supplies shall be issued to any employee for any training class without a signed 
Training Order. 


4/1.9 Procedures for Requesting Training 


Police personnel who wish to attend a training course shall complete the appropriate training request, 
including a justification for attending the training, and have their immediate supervisor sign the request. 
The employee shall forward the signed white original request to the Training Unit via City mail or in 
person. 


Training request forms may be obtained from the Training Unit Monday - Fridays during regular 
business hours. After hours, employees may obtain these forms from the Kit Room. 


A. 


1. 


Processing Departmental Training Requests 

The Training Unit shall forward the request to the Chief of Airport Police. If the request is 
approved, the form is then forwarded to the Departmental Personnel Officer for review and 
approval. 

Selection of employees for training is based on: 

The appropriateness of training to the employee's position and job class; 

The date the request was received. 

Selected employees shall receive a Notice of Training/Confirmation form. 

Processing Request for Specialized Training Requests 

Employees shall complete this form, and include a justification for training. Attach any 
supporting documents (i.e. - training announcement, flyer, etc.) which describes the training 


content, training site, and cost of the training, including an Application for Travel, if needed. 


The requesting employee shall request his/her immediate supervisor sign the form. The 
employee shall forward the signed white original request to the Training Unit. 


The Training Unit shall forward the request to the Chief of Airport Police for review and 
approval. 


If approved, the Chief of Airport Police shall forward the request to the Departmental Training 
Coordinator, who then forwards the request to the Departmental Personnel Officer for approval. 
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At the same time, the Office of the Chief of Airport Police shall prepare an Authority for 
Expenditure form (AFE) listing the total cost of the request. The AFE and supportive documents 
shall be submitted to the Deputy Executive Director. If approved, the AFE shall be forwarded to 
the Accounting Bureau. 


Note - In special cases, where an advance payment to the training vendor is required, the 
requesting employee, with an approved request, can pay by cash, credit card or personal check. 
The employee should prepare an AFE, along with proof of payment, and process as outlined 
above. 


The Departmental Personnel Officer approves or disapproves all requests. Disapproved 
requests shall be forwarded to the Executive Director or his/her designee for a final decision. 


The original signed request, whether approved or disapproved, and attachments shall be 
returned to the LAWA Police. Personnel shall retain a copy of the request and attachments. 


Processing Request for LAWA Police Training Requests 


Employees shall complete this form, and include a justification for training. The form can be 
used for requesting up to three classes on a single form. 


The requesting employee shall request his/her immediate supervisor sign the form. The 
employee shall retain the yellow NCR copy and forward the signed white original request to the 
Training Unit. 


Training Unit shall review the requests. Selection shall be based on training and LAWA Police 
needs. 


Selected employees shall be notified via Training Memo. 

The original LAWA Police Requests shall be retained by Training Unit. 

Denied Requests 

If the request for training is denied, a memo shall be generated by Training Unit informing the 


employee that his/her training request for training was denied and the reason for the denial (i.e. 
- Not received in a timely manner, not a budgeted item, etc.). 


4/1.10 Assigned Training 


Whenever an LAWA Police employee is served with a notice to attend a training class, the training 
class becomes the duty assignment for the date, time and duration the training class is held. 
Attendance is mandatory. 


A. 


Training Orders - Processing and Issuance 


The Training Order Log form shall be used to log in all Training Orders for sworn personnel. All 
personnel receiving a Training Order must sign the log. Watch Commanders shall be 
responsible for ensuring that the Log is maintained. In order to ensure proper processing, the 
following steps shall be followed: 
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The on-duty Watch Commander shall log the Training Orders in the Training Orders Log Book 
upon receipt. 


The Training Orders Log shall be kept in the Watch Commander's Office and taken to all roll 
calls for issuance of Training Orders. 


lf a Training Order is received for a sworn member of a specialized unit, the Watch Commander 
shall contact the specialized unit supervisor and advise the supervisor of the Training Order. 

The specialized unit supervisor shall be responsible for notifying the officer of the Training Order 
and to have the officer respond to the Watch Commander's office to sign for the Training Order. 


Officers receiving a Training Order, as well as the issuing supervisor, shall sign the original copy 
of the Training Order and the Training Orders Log. The original signed Training Order shall be 
placed in the rear of the log, and a copy of the Training Orders shall be issued to the officer. The 
Log shall be returned to the Watch Commander's Office after Roll Call. 


The original signed copy of the Training Order shall be maintained in the Training Orders Log 
for a period of one month. At the end of the month, all signed Training Orders shall be sent to 
Training Unit, who shall maintain a file of signed Training Orders. 


Rescheduling 


Rescheduling of training classes shall only be made for pre-approved vacations, mandatory 
court appearances, illness or unforeseeable circumstances (i.e. - bereavement leave, traffic 
collisions, etc.). Personnel who call in sick or request to be excused from assigned training for 
any reason shall contact the Watch Commander. The Watch Commander shall be responsible 
for notifying the Training Unit of any attendance deviation of personnel assigned to attend 
training. 


If an employee finds he/she must reschedule a training class, the employee shall request 
rescheduling through his/her immediate supervisor seven or more business days prior to the 
start of training. The supervisor will then coordinate with Training Unit to fill the vacant training 
slot. 


Failure to Attend Training 


The Training Unit Officer-In-Charge shall draft a memorandum listing those who failed to attend 
assigned training and forward the memorandum to the concerned Commanding Officer. 


The Commanding Officer or designee shall investigate why the employee failed to attend 
training and take appropriate action. 


Employees who fail to attend training without a legitimate reason for being excused should 
expect to receive progressive disciplinary action. 


4/1.11 Requesting Certification of Training Class by P.O.S.T. 


Training classes certified by the California Commission of Peace Officer’s Standards and Training 
(POST) provide sworn officers with training hours needed to comply with the 24 hours of mandated 
training which must be given to all sworn officers every two years by the employing agency. Training 
classes should be certified in advance of the class being held, or the class will not be certified. 
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Whenever POST certification is requested for a LAWA Police - approved training class, the following 
procedures shall be adhered to: 


A. 


Class Instructor (s) 


The class instructor shall submit the following documents to the Training Unit at least 60 days 
prior to the class being scheduled: 


An expanded Course Outline; 

A completed POST Instructor Resume form. This form is available from the Training Unit; 
Note: A POST Instructor Resume shall be completed and submitted by all class instructors. 
An Hourly Distribution Outline; 

Safety Guidelines, which shall be submitted whenever injury may occur to class participants. 
Training Unit 


The Training Unit shall forward all submitted documents to POST, who will certify the class 
within 45 days. 


Training Orders 
Upon receiving notification of certification, the Training Unit shall draft the class Training Order, 


in cooperation with Patrol Services Section, or the affected Section supervisors. This Training 
order shall be signed by the commander, Professional Standards Section, or his/her designee. 


4/1.12 Procedures for Obtaining P.O.S.T. Certificates 


The California Commission on Peace Officer Standards and Training (POST) awards Professional 
Certificates to sworn officers based on training, college units and number of years of law enforcement 


experience. 
A. Information 
1. Definitions 


Training Points: Twenty classroom hours of police training acknowledged by POST shall equal 
one training point. Such training must be conducted in a classroom or other appropriate site, in 
increments of two hours or more, taught by a qualified instructor, concluded with appropriate 
testing, and for which records are kept. 


Education Points: One semester unit shall equal one education point and one-quarter unit shall 
equal two thirds of a point. Such units of credit shall have been awarded by an accredited 
community college, college, or university; (or prior to 1998, a non-accredited, state- approved 
college meeting certain criteria as outlined in the POST manual — see the Training Unit for 
further). 
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Law Enforcement Experience: All law enforcement experience in California as a full-time, paid 
police officer shall be accepted. Other law enforcement experience (for example, out-of-state or 
military law enforcement) shall be accepted by POST, not to exceed a maximum of five years. 
The experience must be documented and the name of the agency indicated, years of service, 
duties performed, and type of responsibility. 

2. Levels of Professional Certificates Available 


There are six certificates available: 
Basic Certificate 


a. This certificate requires a Basic Course Certificate of Completion in addition to completion of an 
18-month probationary period. 


b. Intermediate Certificate 
This certificate requires the applicant: 
. Possess a Basic Certificate; 


° Acquire the training and educational points and/or college degree designated and possess the 
prescribed years of law enforcement experience in one of the following combinations: 


Intermediate Certificate 


C. Advanced Certificate 
This certificate requires the applicant: 
. Possess a Basic Certificate; 


° Acquire the training and educational points and/or college degree designated and possess the 
prescribed years of law enforcement experience in one of the following combinations: 


Advanced Certificate 
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ears of Law Enforcement 42 A 
Experience 


d. 


Supervisory Certificate 

This certificate requires the applicant: 

Possess or be eligible to possess an Intermediate Certificate; and 

Have no less than 60 semester units; and 

Satisfactorily meet the training requirement of the Supervisory Course; and 


Serve for a period of two years as a first-level supervisor, middle manager, assistant department 
head, or department head as defined by POST Regulations. 


Management Certificate 

This certificate requires the applicant: 

Possess or be eligible to possess an Advanced Certificate; and 

Have no less than 60 semester units; and 

Satisfactorily meet the training requirement of the Management Course; and 


Serve for a period of two years as a middle manager, assistant department head, or department 
head as defined by POST Regulations. 


Executive Certificate 

This certificate requires the applicant: 

Possess or be eligible to possess an Advanced Certificate; and 

Have no less than 60 semester units; and 

Satisfactorily meet the training requirement of the Executive Development Course; and 
Serve for a period of two years as a department head as defined by POST Regulations. 
Procedures 

Upon successful completion of their probationary period, and within 24 months of date of hire, 
officers shall contact the Training Unit to apply for a "Basic Certificate." Obtaining the "Basic 
Certificate" is a POST requirement and therefore mandatory. 

Qualified employees, upon request, may obtain subsequent certificates. 


Application for POST Certificates 
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Requesting Employee 
The requesting employee shall: 


Contact the Training Unit to ensure eligibility to apply for POST Professional Certification and to 
ascertain which certificate he/she is qualified for; 


Submit copies of any required college transcripts, degrees, certificates etc.; 

Sign the completed Certificate Application, form POST 2-116. 

Training Unit 

The Training Unit shall: 

Compete a Certificate Application, form POST 2-116; 

Attach all supporting documentation; 

Forward the completed Certification Application package to the Office of the Chief of Airport 
Police for approval and signature. Upon approval and signature, the application package shall 
be returned to Training Unit; * Forward the application package to POST for approval and 
issuance of the Certificate. 


Monitor the process and serve as point of contact with POST. 


Officers may contact the Training Unit to inquire as to the status of their application, Monday 
through Friday, during normal business hours. 


Note: Individual officers shall not contact POST to make inquires concerning their Certificates. 


When the Training Unit receives the Certificate, the requesting officer will be notified to pick up 
and sign for the original Certificate. 


A copy of the Certificate will be placed in the requesting officer's Training File. 


A copy of the Certificate will be forwarded to Human Resources, as required, for payroll 
compensation purposes. 


Procedures for Requesting use of Manchester Square for Training. 
Training Unit - Responsibilities 


For outside agencies, Training Unit administrative personnel shall confirm that the requesting 
agency has a "Hold Harmless" agreement with accompanying cover letter on agency letterhead 
on file. Use of Manchester Square facilities shall not be granted unless these documents have 
been provided. If there is no "Hold Harmless" agreement with cover letter on record, the 
requesting agency shall be advised of this requirement in order to use Manchester Square 
facilities. 
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If the "Hold Harmless" documentation is on file, or once it has been received, the requesting 
agency will be provided with a "Training Facility Request" form by the Training Unit. The 
requesting agency shall complete the form and return it to the Training Unit. 

Once the "Training Facility Request" has been returned, the Training Unit shall ensure there are 
no scheduling conflicts and calendar the training event on the "Manchester Square Training 
Calendar." The Manchester Square Training Calendar shall be a shared calendar file that both 
the Crime Scene Investigations Unit and the Airport Police Operations Center (APOC) will have 
access to. 

The Training Unit shall contact APOC and the real estate management company. 

The Training Unit shall maintain an updated list of available properties with a description of what 
the properties are suitable for (i.e. - simulations, building searches, etc.). This list is used to 
track properties that are vacant and available for training or properties no longer available due 
to demolition. Updated lists shall be provided to APOC and the Crime Scene Investigations Unit. 
Airport Police Operations Center - Responsibilities 

The Airport Police Operations Center (APOC) shall contact the primary agency representative to 
coordinate a meeting with an Airport Police unit on the day of the training event. APOC will 
utilize Crime Scene Investigations Unit personnel to meet the outside agencies. 

Crime Scene Investigations Unit - Responsibilities 

The assigned Crime Scene Investigations Unit officer shall be tasked with the following: 
Unlocking the designated facility; 


Ensuring that the outside agency posts "Training Exercise in Progress" signs and road 
delineators as needed; 


Periodically monitor the facility; 
Ensuring that the outside agency secures the facility upon completion of the exercise; 
Ensuring that the facility is left clean (i.e. - trash picked up, equipment removed, etc.); and, 


Showing/touring available training facilities with interested outside agencies. 


Note: If no Crime Scene Investigations Unit officer is available, a Patrol Services Section officer shall be 
briefed by APOC personnel to handle these functions. 


4/2 


4/2. 


Training Bulletins 


Policy 


Training Bulletins are official correspondence of the LAWA Police. Their content is intended to provide 
guidance in the proper execution of the employee's duties, based on law, policy and established 
practices. Training Bulletins, although not directives, are statements of policy combined with reasonable 
interpretations and practical examples of application. Employees shall be held accountable to perform 
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their duties in accordance with such guidance. 


4/2.2 Procedures 


A. 


1. 


4/3 


4/3.1 


Formulation 


Any subject pertinent to the mission of the LAWA Police may be considered for inclusion in a 
Training Bulletin. 


Any employee may suggest a subject, provide research, identify a source, or draft information 
for a Training Bulletin. 


The Office of the Chief of Airport Police or any Command Staff member may request the 
formulation and distribution of a Training Bulletin. 


Manuals and Orders Unit is responsible for research, review, and final compilation of Training 
Bulletins. 


Approval 


All Training Bulletins shall be reviewed by the Command Staff, and be forwarded to Manuals 
and Orders Unit with their recommendations. 


All Training Bulletins shall be approved by the Chief of Airport Police before distribution. 
Distribution 


Manuals and Orders Unit shall be responsible for reproduction of Training Bulletins, and shall 
provide appropriate unit supervisors with sufficient numbers to distribute to targeted employees. 


Audit. 


Training Bulletins shall be audited every twelve months from the date of issue or as necessary 
to ensure the information is accurate and contemporary. 


The Officer-in-Charge of Manuals and Orders Unit shall have the responsibility for completing 
these audits and including the results in the Unit's monthly management report. 


Roll Call Training 


Policy 


Training Unit shall coordinate the Roll-Call Training Program with the Watch supervisors. Topics for roll 
call training shall be used to update officers on policy, procedures, tactics, or other information. 


Training materials (including copies of trainer-supplied material), videotapes, and training aids shall be 
supplied by Training Unit. 


NOTE - Roll-call training, for purposes of this policy, is defined as training or informational sessions of 


short duration administered to law enforcement officers just prior to, or after, their tour of duty. 
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4/3.2 Training Coordination 


The Training Unit shall be responsible for coordination of roll-call training with Watch Command Staff. 
Topics for roll-call training may be developed by either the Training Unit or the by Watch Command and 
shall be presented at all airports (LAWA/LAX, LAWA/ONT, LAWA/VNY and LAWA/PMD). 


Note: Any supplemental roll call training that a Commanding Officer wishes to provide, in addition to 
material contained in the Roll Call Training Book, shall be submitted and approved by the Executive 
Commander (i.e., Deputy Chief) of the Office of Operations and the Training Unit OIC or their 
designees. 


A. 


Roll-Call Training Book 

The Training Unit shall develop a Roll-Call Training Book for each 28 day deployment period. 
The book shall contain a lesson plan, PowerPoint, CD-Rom, a Training Bulletin or handout 
material and a Supervisor Signature Sheet for all airports (LAWA/LAX, LAWA/ONT, LAWA/VNY 
and LAWA/PMD). 

Training Instructors 


Both LAWA Police and non-LAWA Police personnel may conduct roll-call training. 


All personnel selected to conduct roll-call training shall be approved by Watch Command and 
the Training Unit. 


In the event no one has been selected to conduct roll- call training, Watch Supervisors shall 
conduct the training. 


Lesson Plans 

Roll-Call instructors shall submit a written lesson plan for review and approval by the Executive 
Commander (i.e., Deputy Chief) of the Office of Operations and the Training Unit OIC or their 
designees. 

The Lesson Plan will include the following headers: 

Title of Instruction (Name of the Class) 

Time of Instruction (How long is the class, i.e. - 30 minutes, 1 hour, etc.) 


Target Group (Who is receiving the training, i.e. - Patrol Officers, Traffic Control Officers, etc.) 


Method(s) of Instruction (This can include group discussion, Powerpoint presentations, 
handouts, lecture, etc.) 


Instructional Objectives (What will the class teach the target group) 
Instructional Goals (What should the target group learn or be able to do after taking the class) 
Pre-approved training material shall be inserted into the Roll-Call Training Book for 


dissemination at all four airports (LAWA/LAX, LAWA/ONT, LAWA/VNY and LAWA/PMD). 
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4/3.3 Procedures 


The Roll-Call Training Book is divided into twelve 28-day deployment period sections with 
accompanying Supervisor Signature Sheet for each section. When the training book is not being used it 
shall be kept in the Watch Commander's Office. 


At the beginning of each new deployment period the Training Unit will distribute lesson plans, 
PowerPoints, CD-Roms, Training Bulletins or handout material for placement in the Roll-Call Training 
Book. Watch Commanders are responsible for ensuring that the training information provided is 
disseminated to all watch personnel. 


A. At the beginning of each new deployment period Watch Commanders shall ensure that roll-call 
training is given to all officers on their respective watch. Watch supervisors shall fill out the 
Supervisor Signature Sheet (See Addendum #A) for each date the training is given. 


Note: Roll-call training shall be given as many times as deemed necessary by the Watch 
Commander or watch supervisors to ensure all officers on their watch receive the training. 


B. At the end of each deployment period Watch Commanders shall forward completed Supervisor 
Signature Sheets to the designated Roll Call Training Coordinator in the Training Unit. 


If it is determined that the training material was not adequately disseminated, the identified 
watch will be responsible for presenting the material for both the current and previous 
deployment cycles. 

4/4 Range and Firearms Training 


4/4.1_ LAWA Police Range Procedures 


Note: The following procedures shall be followed by LAWA sworn personnel whenever utilizing a LAWA 
Police owned/controlled firing range. 


Whenever an LAWA Police officer goes to a LAWA Police range for monthly firearm qualification, the 
officer shall: 


A. Sign in with the rangemaster; 
B. Unload his/her duty weapon in a safe manner; 
1. Officers with revolvers shall extract their duty ammunition from the weapon's cylinder and carry 


the empty weapon in their holster. If the weapon is unholstered, the officer shall carry the 
revolver with the cylinder open until ready to fire the qualification course. 


2. Officers with semi-automatic pistols shall: 

a. Remove the magazine from the pistol prior to removing the pistol from the holster; 
b. Remove the pistol from the holster; point the pistol inside the safety barrel; 

ron Activate the pistol's safety lever, if applicable; 
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Pull the slide back until the loaded round is extracted from the chamber; and, 


Holster an empty weapon. If the pistol is carried unholstered, the officer shall activate the slide 
release lever to lock the slide back and carry the weapon with the slide open until ready to fire. 


Note: At no time during the unloading process shall the officer place his/her finger on the trigger. 
At the Firing Line 

Only authorized weapons and ammunition shall be fired on the range. 

All weapons are subject to safety inspection by the rangemaster. 


Magazines and speedloaders may only be loaded with the proper amount of ammunition to be 
used for the course to be fired prior to going to the firing line. 


All weapons shall be loaded only on the rangemaster's command at the firing line with the 
weapon pointed downrange. 


Eye and ear protection shall be worn while firing is in progress. 


No weapons shall be discharged on the firing line unless a qualified rangemaster is present and 
the command "commence firing" is given. 


Dry firing shall be done on the firing line only with the rangemaster's permission. 

During firing, no weapon shall be elevated above the target in excess of 10 degrees. 

In the event of a misfire, jam, or squib load, the weapon shall remain pointed downrange for 
approximately 10 seconds. The individual shall then raise their free hand and use the range 
intercom to request the rangemaster's assistance. 

On the command, "cease fire," all personnel on the firing line shall: 

Decock the weapon, if applicable; 

Place the weapon on the bench or in the holster; and, 

Step behind the red safety line. 

Note: No weapon is to lay cocked on the bench or in a holster at any time. 

Personnel shall remain behind the red safety line during target change or repair by range staff. 
Prior to leaving the firing line, all personnel shall: 

Inspect and clear the weapon of all ammunition; 

Holster an empty weapon. All weapons carried unholstered shall have the slide locked back and 


the weapon's slide open. Revolvers carried unholstered shall have the cylinder open. 
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Reloading Weapons 

Officers with revolvers shall: 

Load their speedloaders with duty ammunition; 

Go to the safety barrel and point the weapon in the barrel; 

Load duty ammunition in the weapon's cylinder, close the cylinder and holster the weapon. 
Officers with semi-automatic pistols shall: 

Load their magazines with duty ammunition; 

Activate the safety/decocking mechanism, if applicable; 

Go to the safety barrel, lock the slide into the open position and point the weapon in the barrel; 
Insert a loaded magazine into the pistol; 

Press the slide release lever to close the slide and chamber a live round in the chamber; 


Note: The trigger will not remain cocked as the safety/decocking mechanism is activated at this 
time. This is not true with Glock and other DA only pistols. 


Holster the pistol; 


Extract the magazine from the pistol while the pistol is in the holster, load the magazine with one 
additional duty round, and place the magazine in the pistol with the pistol in the holster. 


Note: Personnel shall leave the range area with their pistol in a holster with the safety off. 
General Rules and Regulations 

The range is a non-smoking facility. 

No loose live ammunition shall be brought into the cleaning area or break room. Loaded 
magazines and speedloaders shall be kept in the classroom area or secured in duty belt/off-duty 
leather or nylon magazine carriers / soeedloader pouches. Loose live ammunition and non- 
secured magazines shall be kept in the classroom only. 

Weapons shall be cleaned in the designated cleaning area only. 

Note-The cleaning of weapons inside any other LAWA Police facility is prohibited. 

Only authorized range staff are permitted in the range control room and armory. 

The Range is a working LAWA Police facility. The Range break room may, on occasion, be 


closed due to scheduled training classes. When officers use the Range break room for official 
breaks, they shall remain in the break room and not interupt normal range operations or training 
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classes. Upon completion of their official break, officers shall leave and not loiter in the Range 
unless they have official business with Range staff. Supervisors are responsible for monitoring 
the Range for compliance. 


Note: When the Range facility is closed and no Range staff is present, officers shall not use the 
Range break room for official breaks. 


4/4.2 Use of Firearms for Role-Play Training 

Officers shall not use firearms, loaded or unloaded, for role-play training, nor shall the use of firearms 
for role-playing be authorized by any supervisor, watch commander, or command staff personnel. Any 
training requiring the use of loaded or unloaded firearms shall be conducted at the LAWA Police firing 
range or other law enforcement firearm training facility under the supervision of LAWA Police approved 
rangemasters or other law enforcement firearms trainers. 

4/4.3 Use of LAWA/LAX Police Range by Outside Law Enforcement Agencies 

A. Request for Use 


All requests or inquiries from outside law enforcement agencies to use the LAWA/LAX Police 
Pistol Range shall be directed to the Professional Standards Section Commanding Officer. 


The Commanding Officer shall: 


1. Contact the Rangemasters to coordinate scheduling range time for the requesting agency; 
2: Determine the number of outside agency personnel that will utilize the range; 
3 Forward an application package to the requesting agency containing the following: 


a. A LAWA Permit and Hold Harmless Agreement; 
b. A copy of the LAWA Police Pistol Range Regulations and Procedures; 
C Available range dates and times; 
d. Estimated cost to the outside agency for use of the range. 
B. Conditional Use of Range By Outside Agencies 
The following conditions shall be adhered to by outside agency personnel using the Range: 


1. Outside agency personnel are required to read and adhere to the LAWA Police Range Facility 
Safety Regulations and Procedures. 


2: A LAWA Police Rangemaster shall be on duty each time an outside agency uses the LAWA 
Police Pistol Range. 


3. The outside agency must have a certified rangemaster on duty working with the LAWA Police 


Rangemaster while using the range. The outside agency must provide a copy of its 
rangemaster's certification prior to the outside agency's first use of the range. 
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The outside agency's rangemaster shall be given a mandatory range orientation and class on 
the use of computerized range equipment. Upon completion of the class, the rangemaster will 
receive certification. 


Only ammunition loads authorized by the outside agency and approved by the LAWA Police 
Rangemaster are to be used at the LAWA Police Pistol Range. 


Only weapons authorized by the outside agency and approved by the LAWA Police 
Rangemaster are to be used on the LAWA Police Pistol Range. 


The LAWA Police reserves the right to inspect ammunition and weapons used by outside 
agency personnel. 


Outside agencies shall not be allowed the use of LAWA/LAX Police Pistol Range other than 
during the scheduled date and time. 


Should a conflict in scheduling arise between the LAWA Police and the outside agency, the 
LAWA Police schedule shall take precedence. 


Outside agencies must agree to have their rangemasters participate in Rangemaster Meetings 
and recurrent training as scheduled by the LAWA Police Rangemasters. 


Completed Permits and Rangemaster Certificates 


Original copies of the signed Permit shall be forwarded to Contract Services. A copy of the 
Permit shall be maintained by the Rangemasters at the Pistol Range. 


A file of all outside rangemaster certificates shall be maintained by the Rangemasters at the 
Pistol Range. 


Procedures for Weapons Testing at LAWA Police Range 


Whenever a sworn employee of the LAWA Police requests permission to test a weapon(s) not 
approved but being considered for approval by the LAWA Police, the requesting employee shall: 


Obtain written approval from his/her section Commanding Officer to conduct the weapon(s) test; 


Upon approval, forward the written request to the Commanding Officer, Professional Standards 
Section. 


The Commanding Officer, Professional Standards Section shall review the request and, if 
approved, shall forward the request to the Rangemaster. 


The Rangemaster shall review the request and contact the requesting employee to schedule the 
test. 


If the Rangemasters determine that the weapon and/or ammunition exceeds the capability of 


the range, the Rangemasters shall contact the Commanding Officer, Professional Standards 
Section, who shall deny the request based on the findings of the Rangemasters. 
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The requesting employee shall be responsible for: 
Contacting the weapon(s) vendor to schedule the test; 
Contacting any LAWA Police observers and/or participants; 


Completing an After Test Report, in memo format, within 15 days of the test. This report will 
include results obtained and a recommendation to adopt or not to adopt the tested weapon. 


The Rangemasters shall be responsible for: 

Inspecting the weapon(s) and ammunition to be used; 

Supervising the test for range safety purposes. 

After Test Report 

The After Test Report shall be forwarded to the Commanding Officer, Professional Standards 
Section, who will review the report, add any additional comments, and forward the report to the 
Chief of Airport Police. 


Command Staff Review 


The Chief of Airport Police shall review the report with the Command Staff, who will recommend 
whether or not to adopt the weapon(s). 


Records Retention 


The After Test Report shall be returned to the Rangemasters, who will be responsible for report 
retention. 


4/4.5 LAWA/LAX Police Range Lead Safety Program 


Note: Although this section is primarily LAWA/LAX specific for an indoor range, the basic policy and 
procedures in this section are applicable to any LAWA owned/operated range. 


Any LAWA operated Police Range that does not meet current Hazardous Material State standards shall 
not be used until it meets these standards. 


A. 


1. 


Procedures 

Methods for Controlling Exposure 

Mechanical Ventilation System 

The principal method used to control exposure is through use of the Range’s ventilation system. 
One HVAC ventilation system is used for the office area, gun cleaning room, break room, 
storage room and male/ female restrooms. The South Range, designated for the use of non- 


lead frangible ammunition, and the North Range, designated for all other types of ammunition, 
use separate ventilation systems. 
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Policy and Procedures 

Policy and procedures are implemented to minimize exposure to Range Masters from lead. 
Procedures include the use of High Efficiency Particulate Air (HEPA) vacuum cleaners and 
Personal Protective Equipment (PPE) such as coveralls, gloves, and respirators. 

Training 

All Rangemasters potentially exposed to lead dust or fumes are trained annually in the hazards 
of lead, how to protect themselves, and the worker protection required by the applicable 
Cal/OSHA lead standard. 

Assessment of Lead Hazards 


Air Monitoring 


PBZ (Personal Breathing Zone) and Area air monitoring will be conducted by Risk Management 
Employee Safety & Health Section at the discretion of the LAWA Industrial Hygienist. 


The average airborne lead exposure level for range employees potentially exposed to lead dust 
or fumes; 


Assure lead exposure is under the Permissible Exposure Limit (PEL) specified by Cal/OSHA. 
Note: It has been determined through previous testing that the exposure level at LAWA’s firing 
range is an 8 hour Time Weighted Average (TWA) of 0.011 mg/M3 which is under the 
Permissible Exposure Limit of 0.05 mg/M3 and is also below the Action Level of 0.03 mg/M3 
specified by Cal/OSHA. Air monitoring must be repeated whenever any change in process, 
control, personnel, or tasks occur. 

Lead Surface Sampling 

Lead surface sampling is performed monthly for each room in the Range facility. 


Records Maintenance 


Air monitoring and lead surface sampling records are maintained by the Risk Management’s 
Employee Safety and Health office. 


Material Safety Data Sheet and Label Inspection 

Risk Management’s Employee Safety and Health office will review all Material Safety Data 
Sheets and labels for all lead containing materials or products used by the Range staff to 
determine if they contain lead. Copies shall be maintained on site by the Rangemasters. 
Duplicates will be kept by Risk Management Division. 

Labeling and Disposal Procedure 

Hazardous waste is any product that can cause serious danger or potential threat to human 


health or the environment when improperly disposed of. Lead and copper dust from the pistol 


Manual of the Los Angeles World Airports Police 


CHAPTER IV — Training 


range and lead and copper contaminated wipes and debris are considered hazardous wastes. 


Hazardous wastes may not be disposed of in municipal refuse, but must be disposed of by a 

registered hazardous waste hauler at a properly permitted facility. Each waste stream may be 
accumulated onsite in a container up to 55 gallons for no more than one year. Waste over 55 
gallons must be moved from the accumulation area to a hazardous waste storage area within 
three days and disposed of within 90 days. 


Whenever lead waste is created or generated by the range, the Rangemasters shall isolate the 
waste and ensure the appropriate current contract company is notified to respond, label, and 
remove the waste. The LAWA contract company shall label the waste container with a California 
Hazardous waste label. 

Each label shall include the following information: 

Name and address of waste generator; 

Generator’s EPA ID Number CAL000289070 

Composition of the waste; 

Hazardous properties of the waste (Ignitable, Toxic); 

Physical state (solid) 

Initial starting date for waste accumulation (On transfer containers that are emptied daily, such 
as empty shell buckets, the words “EMPTIED DAILY” may be marked in place of the actual 
date.). 

Waste containers requiring labeling include the HEPA vacuum cleaner and waste rags from gun 
cleaning. Reusable and Recyclable Materials require proper labeling as well. This includes 
containers for brass casings. Range personnel shall ensure compliance with both State and City 
Hazardous Waste labeling regulations. 


Medical Testing 


A lead-specific medical program, under the supervision of a licensed physician knowledgeable 
about all relevant Cal/OSHA requirements, will provide the following: 


Blood lead level (BLL) and zinc protoporphyrin (ZPP) testing every six months for 
Rangemasters exposed to lead, and with increased frequency for those found to have a higher 
blood lead level (at the discretion of LAWA's Industrial Hygienist). 


Provide initial medical exams specific to the potential health effects of lead, to be repeated as 
determined by the physician or Cal/OSHA standard requirements. 


Provide blood lead level (BLL) and ZPP test results, in writing, to employees within five days of 
receiving them from the laboratory. 


Any Range employee with a blood lead level at or greater than 10 Ug/dl shall be removed from 
the Range and reassigned to other duties until two consecutive quarterly blood tests show 
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his/her blood lead level is below 10 Lig/dl. The Preferred max is 6 g/dl. 
Exposure Control 


Exposures are controlled as much as possible by engineering (e.g., local exhaust ventilation) or 
work practice changes, before relying on respirators or administrative controls. 


The work area is kept as free as possible from lead contamination through regular cleaning by 
approved safe methods. 


Eating, drinking, the use of tobacco products, or applying cosmetics is prohibited in work areas 
where lead may be present and shall only be done in the range break room. 


Protective clothing and shoe coverings are provided and used regularly by Rangemasters as 
specified, and are not taken home from the range. All range uniforms and coveralls shall be 
washed by the current contract linen service only. Uniforms shall be dropped off in the 
designated range area and picked up weekly by the service. Clean uniforms deposited from the 
week prior will be delivered at the same time for each employee. 

Wash-up facilities are available and used by Range employees to clean up before breaks and 
before the end of the shift. Showers are available at the LAX station and accommodations will 
be made to allow use at end of shift for range employees. 

Respirators 

Respirators are used to protect against airborne lead exposure, if needed. 

Note: A complete, written respiratory protection program, including fit-testing, training, medical 
determination of fitness for respirator wearing and provisions for cleaning and storage, is 
contained in LAWA’s Injury & Illness Prevention Program, Respiratory Protection Program 
section. 

Respirators are selected based on measured airborne lead exposure levels. 


Rangemasters are provided certified training in use of respirators by the LAWA Industrial 
Hygienist. 


Range Cleaning Procedures 

Weekly and Annual Range Cleaning Procedures 

A contractor, specializing in firing range lead abatement, shall be responsible for cleaning the 
range annually. The cleaning period may be adjusted at the discretion of LAWA’s Industrial 
Hygienist, based on monthly surface sampling results. At no time shall the range go beyond a 
one (1) year time limit without proper cleaning. 

Cleaning shall consists of the following: 


Cleaning of the ventilation system (both range system and separate office system); 


Replacement of the ventilation filters; 
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Wiping down the walls and floors [surfaces] of both the north and south ranges with Trisodium 
Phosphate solution or an equivalent solution; 


Cleaning the backstops/bullet traps; 

Mining lead from each trap and recycling the lead; 

Refurbishing/replenishing of the rubber in the bullet traps; 

Perform any other spot lead abatement/cleanup as needed per surface testing. 


Note: Surfaces (floors, walls, counter tops etc) in the range shall be cleaned to a standard of 
200 yg/ft2. Office Ventilation System interior surfaces shall be cleaned not to exceed 2 ug/cm2 . 


Operational Use Range Cleaning Procedures 

Note: These cleaning procedures apply only to the range areas and the attached storage room. 
Contract personnel shall wear the following while performing range cleaning duties: 

Disposable coveralls. 

Disposable gloves. 

Half face respirator with p-100 filters 

The shooting range blower and exhaust fans must be activated prior to cleaning; 

Shell casings to be recycled shall be removed prior to HEPA vacuuming of the floor. 

The HEPA vacuum cleaner will be prepared for use. Three additional 4mm plastic bags for 
replacement of the used vacuum bag, one large debris bag for double bagging of the used 
vacuum bag, one role of duct tape and several pairs of extra gloves shall be set aside. 

Note: All floor cleaning on either range shall be done by HEPA vacuum followed by a wet mop. 
After vacuuming the floor the vacuum cleaner shall be cleaned by removing the plastic bag and 
sealing it with duct tape. This bag will then be placed inside of another bag (double bagging) 
with the second bag left open. The exterior of the vacuum cleaner shall be completely wiped 
down with a Lead Safe TSP Lead Dust Wipe. Place duct tape on the opening of the vacuum 


cleaner. Used wipes shall be deposited in the second bag. 


A new bag shall be placed in the vacuum cleaner canister, and the top of the vacuum cleaner 
replaced onto the canister. 


All tools used in range cleanup shall be wiped down with TSP Lead Dust Wipes, including: 
Equipment vacuum hose; 


Vacuum wand; 
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Rake; 
Shovel; 
Small vacuum end fittings. 


Remove all protective clothing following the vacuum bag removal, vacuum exterior cleaning and 
tool wipe down in the following order: 


Location for removal of suits shall be just east of the shooting stalls, directly under the first 
series of exhaust vents. Slowly remove coveralls by “rolling” the coverall, leaving the inside of 
the coverall toward the outside and place in a waste bag; 

Remove gloves and place in waste bag; 

Use clean wipes to wipe down hands, forearms; 

Use another clean wipe and wipe down exterior of respirator; 

Dispose of wipes in waste bag. Seal open second bag; 

Remove respirator and clean interior and exterior with a respirator wipes; 

Bag respirator in clean sealed respirator storage bag; 

Store respirator in locker; 

Place clean vacuum in storage; 

Remove waste bag(s) to building exterior holding area. 

Waste will be picked up by contractor every three months. 

Ensure that waste bag(s) are labeled in adherence with the Labeling and Disposal Procedure 
stated in Section III B. 5. (i.e. Name and address of waste generator: City of Los Angeles LA 
World Airports, Generator’s EPA ID Number: CAD981675911, Composition of the waste: “LEAD 


CONTAMINATED WASTE?” , Hazardous properties of the waste: Ignitable, Toxic, Physical state: 
solid, and the initial starting date for waste accumulation). 


4/4.6 Use of Red Guns 


Red Guns shall only be used by Force Instructors for training purposes. Use of Red Guns by other 
Sections or units is prohibited except under the following conditions: 


A. 


The supervisor requesting use of the Red Guns for in- service training or a unit training day shall 
submit the request, via Chain of Command, to the Force Sergeant along with a lesson plan at 
least three (3) weeks prior to the scheduled training day. A copy of the lesson plan shall be 
forwarded to the Training Unit O.1.C. 


Note: The lesson plan shall include any procedures mandated by POST Guidelines for Student 
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Safety in Certified Courses. 

The Force Sergeant shall review the request and lesson plan, and either approve or deny the 
request. If approved, the Force Sergeant will contact both the requesting supervisor and the 
Training Unit and approve issuance of the Red Guns to the supervisor. The Force sergeant 
shall also insure that POST guidelines are followed during the training. 


Upon completion of the training, the Red Guns shall be returned to the Training Unit. 
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5/1 LAWA Police Goals and Objectives 
5/1.1 Policy 


LAWA Police must define its goals and objectives in order for all employees to be cognizant of the 
direction established by the LAWA Police to coincide with the overall goals of LAWA and to provide the 
public with a standard of expectancy of the agency's performance. 


LAWA Police shall reevaluate its goals and objectives yearly to consider new priorities that have arisen 
and to make necessary adjustments of established goals. This Section sets forth policy and procedures 
for the annual development, promulgation and distribution of LAWA Police goals and objectives; and, to 
encourage involvement by all employees in the formulation and development of the LAWA Police goals 
and objectives. 


5/1.2 Development of Goals and Objectives 


Commanding Officers shall be responsible for the development of goals and objectives for their 
respective commands. 


A. Every employee is encouraged to submit input through the chain of command for the 
formulation of the year's goals and objectives. 


B. Commanding Officers shall seek input from all levels within their commands in preparing 
proposed goals and objectives. Forms specifically designed for employee input shall be made 
available throughout the year. In November and December, a memorandum shall be circulated 
to all employees requesting suggestions for goals for the coming year. These shall be forwarded 
to the Office of the Chief of Airport Police. 


C. Commanding Officers shall finalize their goals and objectives at the beginning of each calendar 
year or at the date set by the Chief of Airport Police. A year end report shall be submitted by 
commanding officers documenting the progress made in achieving goals and shall comment on 
positive and negative experiences in reaching those goals. 


D. LAWA Police and Sectional goals shall be made available, through distribution and posting, to 
each employee. 


5/1.3 Reporting Requirements 

A. Annual Report 
A year-end review and critique of these goals shall be made and a report shall be submitted to 
the Deputy Executive Director of Airport Law Enforcement & Protection Services by the end of 
the first quarter of the following year. 

1. An annual written statement of the goals and objectives of the LAWA Police and each Section 
and unit shall be developed at the beginning of each calendar year 2. Commanding Officers and 
Unit Supervisors shall submit a report each quarter of the calendar year to the Chief of Airport 
Police, detailing their progress toward the attainment of goals and objectives 

2. Commanding Officers and Unit Supervisors shall submit a report each quarter of the calendar 
year to the Chief of Airport Police, detailing their progress toward the attainment of goals and 
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objectives. 

cm LAWA Police shall produce an annual report, which shall be made available to all Police 
Division personnel, and shall contain a summary of the prior years goals, whether the goals 
were met and the effects realized. 

B. Monthly Report 
At the end of every month, Lieutenants/Watch Commanders shall be required to submit a 
monthly report to be due by the second day of each month. If the second day falls ona 
weekend, the report shall be submitted on the Monday of the following week. 


The following monthly report format shall be followed with all statistics attached: 


1. Incidents 
2. Training 
3. Personnel 


3. FTO Program 

4. Sick Time 

5/2 Staff Meetings 

5/2.1 Staff Defined 

The Los Angeles World Airports Police is under the direct command of the Chief of Airport Police. The 
Chief of Airport Police is the Chief Executive Officer and reports directly to the Deputy Executive 


Director of Airport Law Enforcement & Protection Services of the Los Angeles World Airport. 


A. The Airport Police Chief, Assistant Chiefs, and Commanding Officers make up the Chief's 
Command Staff. 


B. Lieutenants and Sergeants are considered second and first level supervisors and participate in 
all supervisory staff meetings called by the Chief of Airport Police or a designee. 


C. Civilian 1st and 2nd level supervisors also participate in staff meetings. 


This Section sets forth policy and procedures for meetings at LAWA Police, Command, and 
Supervisory vertical levels. 


5/2.2 Policy 


It shall be the policy of the Los Angeles World Airport Police to convene regularly scheduled meetings 
for the purpose of disseminating and/or collecting data, discussing problems; to stimulate the creative 
and innovative processes relative to current or projected concerns and to review or evaluate policies, 
plans, operations or events. The anticipated result of such policy includes, but is not limited to: the 
enhancement of interactive communication, an increased awareness, improved understanding of 
LAWA Police and LAWA activities, and a superior level of cooperation between both the members of 
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related functional units and members of non-related functional units. 


A. 


Command Staff Meetings shall be scheduled on a biweekly basis or as directed by the Chief of 
Airport Police. These command staff meetings will facilitate dialogue and planning essential to 
the operation and administration of LAWA Police. 


When time permits, an agenda shall be prepared and distributed to participants prior to the 
meeting date. 


Handout materials and/or other documents that require review by the members shall be 
submitted with agenda items. 


Staff Members shall take the initiative and forward suggested items for the agenda that the 
Chief of Airport Police will consider for discussion. 


Notes of the discussion are the responsibility of the attendees. The Chief may submit a 
summary of the meeting and resolution of discussed items. 


Other personnel may be invited to attend the meetings at the Chief's direction to make 
presentations or provide input into the decisions that affect the operations of the LAWA Police. 


Section Staff Meetings 

Each Commanding Officer may conduct a monthly staff meeting to include all of the section 
supervisors and may include other personnel as deemed necessary by the Commanding 
Officer. 


An agenda shall be prepared and, when time constraints permit, shall be distributed at least one 
(1) day prior to the meeting. 


Items that are submitted to the Section Commander for agenda consideration shall be delivered 
to the Commander's Office at least five (5) days prior to the meeting. 


A summary of the meeting and resolution of discussed items may be submitted to participants 
by the Commander. 


Unit Meetings 


Unit Supervisors shall, at a minimum, meet formally with their respective unit staff on a quarterly 
basis. The meeting should include an agenda. Notes are the responsibility of the participants. 


Section Supervisors Meetings 


Supervisor's Staff Meetings are scheduled as determined by the Chief of Airport Police and 
shall be conducted at least quarterly throughout the calendar year. 


The meetings shall include all supervisors, command staff personnel and non-sworn 
supervisors. 


Supervisory staff meetings are coordinated through the Office of the Chief by the Adjutant to the 
Chief of Airport Police. Items that are to be placed on the agenda shall be submitted to the 
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Chief's Adjutant for the Chief's consideration. 
Commanding Officers -Notifications, Call-outs, and Inspections 
Notifications and Inspections 


Commanding Officers shall be subject to emergency call-out to provide management guidance 
and direct incident management where time is a critical factor and direct response serves the 
interest of LAWA or the public (i.e., Officer involved shootings, aircraft disasters, or other 
significant incidents). In addition, Commanding Officers are expected to make inspections 
during all shifts and work days. 


Line Inspections 


Line inspections of sworn and non-sworn uniformed personnel shall be held at least once each 
quarter. 


The supervisor(s) conducting the inspection shall ensure uniformed personnel are in compliance 
with current uniform, equipment, and personal appearance standards. 


Any observed violations of the uniform policy (i.e.- uniform dirty, buttons missing, wearing of 
unauthorized pin, etc.), equipment violations (i.e.-cuff case worn and torn, unauthorized 
equipment, etc.) or personal appearance standards (i.e.-unshaven, hair too long, etc.) shall be 
noted by the inspecting supervisor. The officer shall be advised of the violation and given a 
reasonable amount of time to correct the violation. 3. The inspecting supervisor shall note the 
violation(s) and involved officer's name in his/her Supervisor’s Daily Report. 


Within three days, but no later than five days from the date of inspection, the inspecting 
supervisor shall inspect the uniform of those officers found to be out of compliance, and note 
whether the violation has been corrected. If the violation has not been corrected, the supervisor 
may follow progressive disciplinary procedures. 

Weapons Inspections 


Weapons and ammunition inspections shall be conducted annually by the Rangemasters at the 
Police Range. 


Spot Inspections 

Whenever a supervisor observes a uniformed officer in violation of the uniform policy or 
personal appearance standards, the supervisor may conduct a spot inspection to determine if 
any other violations exist. 


The officer will be notified of the violation(s) and ordered to correct the violation; 


The supervisor will note the spot inspection on his/her Supervisor's Daily Report and conduct a 
follow up inspection within three to five days. 


Compliance Inspections 


Compliance inspections of LAWA Police sworn and civilian uniformed personnel may be 
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conducted at any time, either as a part of a line inspection or as a separate inspection. 


A compliance inspection primarily focuses on possession or required identification while on 
duty. This includes: 


A valid LAWA-issued Security Badge (LAWA/LAX, LAWA/ONT, LAWA/VNY, LAWA/PMD); 
A City of Los Angeles Identification Card or LAWA Police issued Identification Card; and, 
A valid California Driver’s License. 


Compliance inspections shall also be conducted by Unit supervisors to ensure their staff is in 
compliance with the above provisions. 


Personnel found in violation of possession provisions will be required to immediately retrieve the 
missing identification prior to beginning field duties. 


Personnel found with an expired LAWA-issued Security Badge or California Driver's License 
shall be reassigned to station duties or restricted to office assignments until they obtain the 
necessary identification. 


Violations shall be noted by the inspecting supervisor, who shall conduct a follow-up inspection 
to assure compliance. 


Facility Inspections 


Every supervisor shall be responsible for inspecting LAWA Police facilities. This includes, but is 
not limited to the main station, security access posts, outlying offices and locker rooms, and any 
other facility used by LAWA Police personnel. Any discrepancies shall be reported to the 
appropriate section for correction, and noted on the supervisor’s Daily Activity Log. 


5/3.2 Emergency Call-out 


In the event of an emergency or other significant event within LAWA's jurisdiction, one or more 
Commanding Officers shall be notified and respond as necessary. 


A. 


1. 


Priority for Commanding Officer notifications shall be as follows: 

Assigned Duty Commanding Officer (See Subsection B below); 

Commanding Officers with line authority for incident or personnel involved; 

Closest geographically located Commanding Officer; 

Commanding Officer with specific technical knowledge related to incident. 

It is expected that more than one (1) notification may be made following these guidelines. 
Duty Assignment 


One Commanding Officer shall be assigned as "Duty Commanding Officer" on a weekly rotating 
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basis. A "Duty Commanding Officer" may make unscheduled visits at any time and at remote 
locations. 


C. Inspections 


Duty Commanding Officers shall make weekend site inspections as scheduled by the Chief of 
Airport Police. Inspection schedules shall be published and distributed to concerned personnel. 


D. Recording Emergency notifications, call-outs, and inspections of Commanding Officers shall be 
noted in the Watch Commanders Log. 


5/4 ~— Civil Suit Procedures 

5/4.1. Summons and Complaints 

If an employee is served with a summons and complaint, wherein it is alleged that the employee was 
acting in the course and scope of his/her duties or was performing his/her official duties, the employee 
shall follow the procedures outlined in this section. If the employee desires to have LAWA obtain legal 
counsel to represent him/her, the employee must request legal representation, in writing. 


Advisement 


Generally, there are strict deadlines with very short time limits in which to respond to a Summons and 
complaint. Failure to do so could cause the employee substantial adverse financial consequences. 


It is recommended that the employee keep copies of all documents received before forwarding or 
distributing in accordance with this policy. 


Definitions 

A Summons is a notice to an individual that he or she has been sued. 

A Complaint is a document, which sets forth the allegations against the individual. 

Note: A summons and a complaint should not be confused with a subpoena. 

A. Accountability and Responsibility 

1. Officer 
The officer is responsible for notifying the supervisor that he/she has been served with a 
summons and complaint, so that the service can be logged on the Subpoena Record, Form 
15.29, in addition to submitting the required reports (See Section D). 

2. Supervisor 
The supervisor is responsible for ensuring that the employee follows the prescribed procedure. 


3. Command Staff 


The Command Staff shall provide support, as necessary, to the involved employee, and notify 
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him/her of any hearings, depositions, trials or other matters related to the case. 
Acceptance of Summons and Complaint 


A summons and complaint shall be accepted when practicable, by the employee named on the 
document. 


If the employee is not available, the Watch Commander or designee shall inform the person 
attempting to serve the employee when the employee is expected to return. 


If a process server insists on leaving a copy of the summons and complaint with a supervisor, 
the Watch Commander or designee shall accept the summons and complaint and shall: 


Ensure that the service is recorded on the Subpoena Record, Form 15.29, in the same manner 
required for recording subpoenas. 


Cause delivery of the summons and complaint to the employee named thereon as soon as 
practicable. 


Should the employee not be available for acceptance of the summons and complaint, within ten 
(10) days of receipt, the Records Section employee assigned to maintain the Court Subpoena 
Record Log shall: 


Mail the documents back to the attorney (or Party In Pro-Per) whose name appears on the 
upper left hand corner of the complaint, along with a cover letter stating the reason for non- 
service; 


Retain a copy of the cover letter and documents and note the following on the front page of the 
summons: 


The date the documents were returned; 
The name of the person to whom the documents were returned. 


The Records Section employee shall sign and date the front page of the documents under the 
above information. 


Service By Mail 


When the summons and complaint is served by mail, the employee served shall forward it to the 
Office of the Chief of Airport Police with an Employee’s Report stating the date and time it was 
received and that it was received by mail. 


If the employee desires legal representation, he/she shall follow the procedures outlined in 
Section D. In addition, the employee shall forward all mailed documents, including the envelope, 
to the City Attorney’s Office as soon as possible. 


If the employee does not choose to request legal representation from the City, the employee 


should retain a copy of all mailed documents and contact his/her City bargaining unit 
representative or private attorney immediately. 
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Notification 


When an employee is served with a summons and complaint the employee shall, as soon as 
possible, but in no case more than 48 hours: 


Telephonically notify the Office of the Chief of Airport Police of the service; 

Hand-carry the summons and complaint directly to the Office of the Chief of Airport Police and 
the City Attorney’s Office. If the employee desires legal representation, the procedures set forth 
in Section D shall be followed. 

Reports 


Employee Desiring Legal Representation 


If the employee desires legal representation, he/she shall prepare an Employee Report 
containing the following: 


The specific date the employee was served. 
Name of plaintiff(s). 
Case Number 


A statement requesting that the City provide an attorney to represent the employee in the 
matter. 


A statement that at the time of the incident complained of the employee was working within the 
scope of his/her employment for LAWA. 


A brief account of the incident, including the complete names and addresses of all parties and 
possible witnesses. 


Name, watch, and location of assignment of involved officers. 
Note: This report shall not be approved by a LAWA Police Supervisor. 


The Employee’s Report shall have the words "CONFIDENTIAL - Attorney-Client 
Communication" typed or handwritten conspicuously on the face of each page. 


The Employee's Report shall be addressed to the City Attorney, #1 World Way, in an envelope 
marked “Confidential - Attorney-Client Communication” and be hand-carried to the City 
Attorneys Office promptly, along with copies of all legal documents related to the case. 


The employee shall prepare a separate Employee’s Report, addressed to the Office of the Chief 
of Airport Police, stating that he/she has complied with the procedures outlined in this section. 


The City has 20 days from date of delivery of request to notify the employee whether the 
request for representation has been granted. 


Employee Not Requesting Legal Representation 
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If the employee does not wish to have the City obtain legal representation on his/her behalf, the 
employee shall: 


Follow the procedures set forth on Section C (Notifications) above; 

Prepare an Employee’s Report to the Chief of Airport Police, with a copy to the City Attorneys’ 
Office, advising that the employee has decided not to request the City obtain legal 
representation for him/her. This Employee’s Report shall be signed and dated by the employee 
and shall be submitted within 72 hours of receipt of the summons and complaint. 

Subpoenas and Court Appearances 


Policy 


A necessary and frequent part of a LAWA Police officer's responsibility to the Criminal Justice System 
is providing testimony in court. Under the California Penal Code, Sections 1331 and 1331.5, it is within 
the authority of the courts to issue bench warrants for persons who fail to appear as ordered by a 
subpoena. It is the policy of the LAWA Police that obedience to a subpoena is considered to be 
performing a work assignment when the subpoena served relates to the employee's course and scope 
of employment with the LAWA Police. Supervisors are responsible for serving officers with subpoenas; 
officers served are in turn responsible for appearing. 


5/5.2 Procedures 


A. 


Subpoena Processing and Issuance 

The Court Subpoena Record Log shall be used to log in all subpoenas. All personnel receiving 
a subpoena must sign the log. Watch Commanders shall be responsible for ensuring that the 
record is maintained. In order to ensure proper processing, the following steps shall be followed: 
Record Unit personnel shall log the subpoenas in the Court Subpoena Record Log upon receipt. 


The Court Subpoena Record Log shall be kept in the Watch Commander's Office and taken to 
all roll calls for issuance of subpoenas. 


Officers receiving subpoenas, as well as the issuing supervisor, shall sign the original copy of 
the subpoena and the Court Subpoena Record Log. The original signed subpoena shall be 
placed in the rear of the log, and a copy of the subpoena shall be issued to the officer. The Log 
shall be returned to the Watch Commander's Office after Roll Call. 


The original signed copy of the subpoena shall be collected by Records, who shall mail the 
signed copy back to the appropriate court location. 


Court Check-In Procedure 


All officers subpoenaed to Airport Branch Court shall check in and check out with the Airport 
Court Liaison Officer. In all other court districts, officers shall check in with the court bailiff. 


On-Call Status and Mandatory Appearance 
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Arraignments 


LAX/LAWA officers shall be placed "On Call" by the court for arraignment hearings in Division 
90, Airport Branch Court. The subpoena shall be stamped "On-Call" prior to issuance to the 
officer. For all other courts, officers shall call the court to be placed "On Call," unless the 
subpoena indicates the officer has be placed "On Call" by the court. 


Felony Cases 


LAX/LAWA officers subpoenaed to court on felony cases and requesting to be placed "On Call" 
shall contact the LAWA Police Court Liaison Officer at Airport Branch Court. For all other courts, 
officers shall call the court to be placed "On Call," unless the subpoena indicates the officer has 
be placed "On Call" by the court. 


Misdemeanor Cases 


Officers subpoenaed to Airport Branch Court for misdemeanor cases may be placed "On-Call" 
by contacting the LAWA Police Court Liaison Officer prior to the court date. For all other courts, 
officers shall call the court to be placed "On Call," unless the subpoena indicates the officer has 
be placed "On Call" by the court. 


Officers subpoenaed to traffic court must appear as summoned and cannot be placed "On-Call." 
Juvenile Court 


Officers subpoenaed to Juvenile Court must appear as summoned and shall not be placed "On- 
Call." 


Call Offs on Scheduled Day of Court Appearance 


When a LAX/LAWA officer acknowledges a subpoena, in writing, requiring mandatory 
appearance in court, or placing the officer on-call for court, and subsequently calls in sick or 
requests and is granted an emergency vacation day off for the same day, the officer, in addition 
to contacting an on-duty supervisor, shall telephonically notify the Court Liaison Officer of the 
call off. For all other courts, officers shall telephonically notify the court. 


If a voicemail is left at the LAX/LAWA Court Liaison Officer's phone number concerning a call- 
off, the notifying officer shall also include a call back phone number. The Court Liaison Officer 
shall contact the officer acknowledging receipt of the voicemail. 

Vacations 


The LAX/LAWA Patrol Services Section shall forward a copy of the Vacation Master Calendar to 
the LAWA Police Court Liaison Officer. 


All Police Patrol Services Sections and Traffic Services Section sworn and non-sworn officers 
issued a subpoena for traffic court on a scheduled vacation day shall write the vacation start 
and end dates on the subpoena. 

LAX/LAWA Patrol Services Section and Traffic Services Section officers issued a subpoena for 
a misdemeanor case on a previously scheduled vacation day shall telephonically notify the 
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LAWA Police Court Liaison Officer of the vacation dates, and write the dates on the subpoena. 
For all other courts, officers shall telephonically notify the court. 


If a LAX/LAWA officer has previously appeared on a case in the "trial" phase, and the case is 
continued for a date during the officer's scheduled vacation, the officer shall complete an 
"Officer Declaration for Continuance" and return the completed form to the LAWA Police Court 
Liaison Officer prior to start of vacation. For all other courts, officers shall complete the "Officer 
Declaration for Continuance" and return the completed form to the court. 


Vacation and Holiday Off Requests After Receipt of Subpoena 


When an officer acknowledges a subpoena, in writing, requiring mandatory appearance in court, 
and is subsequently granted a vacation day or holiday off for the same day, the officer must 
appear in court, as subpoenaed. In addition, officers "On-Call" must remain available as if ona 
regular duty day. 


Subpoenas Issued For Officers on Long-Term Vacation or Sick Leave 


Whenever an LAX/LAWA supervisor discovers that an officer on long-term vacation or sick 
leave has a subpoena and cannot be served, and the court date falls within the same time 
period the officer is still on vacation or sick leave, the supervisor shall contact the Court Liaison 
officer and inform him/her of the situation as soon as possible. A voicemail can also be left at 
the court liaison's phone number. For all other courts, the supervisor shall telephonically notify 
the court. 


Military Leave and Scheduled Training Classes 


If an LAX/LAWA officer has previously appeared on a case in the "trial" phase, and the case is 
continued for a date during the officer's scheduled Military Leave or is scheduled to attend a 
training class, the officer shall complete an "Officer Declaration for Continuance,” attach a copy 
of his/her military orders or Training Order, and return the completed forms and documents to 
the LAWA Police Court Liaison Officer. For all other courts, officers shall complete the "Officer 
Declaration for Continuance" and return the completed form to the court. 


Reporting to Court on Regular Duty Day 


Officers assigned to Day Watch and scheduled to appear in court on a regular workday shall 
report for roll call in uniform and report to court from work. 


Officers who wish to report directly to court from home shall request approval from the Watch 
Commander or their immediate supervisor prior to the court date. Upon approval, end of watch 
for the officer that particular date shall be extended to P.M. watch to reflect a regular work shift. 
The officer shall check out with the P.M. Watch Commander. 


Officers assigned to other watches and scheduled to appear in court on a regular workday on a 
case that is expected to last all or most of the day may request approval from the Watch 
Commander to be assigned to Day Watch for the court appearance or extend their watch to 
reflect a regular work shift. 


Failure to make these arrangements or failure to show up for work will result in an Absent 
Without Leave (AW) and possible disciplinary action. 
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2 Vehicles furnished by LAWA shall be on an availability basis for on-duty uniformed officers only. 
G. U.S. District Court Procedures 


Officers subpoenaed to U.S. District Court are required to check in with the U.S. Marshal's 
Service and display their Police photo identification while in the courthouse. Officers in civilian 
attire may carry concealed weapons in the courthouse; however, officers in uniform shall be 
required to store their duty weapons in the gun locker at the U.S. Marshal's Office during their 
visit. 


State law authorizing the possession of weapons need not be recognized on Federal property 
and such authorization is subject to the discretion of the Chief Judge. 
5/5.3. Subpoenas, Summons, Or Other Legal Documents Involving Personal Legal Matters 


A subpoena, summons, or other legal documents involving personal legal matters (i.e. - divorces, 
debts, etc.) shall only be accepted by the employee named on the document to be served. 


A. The Watch Commander or designee should determine if the employee is on duty and arrange 
for the employee to meet with the person attempting to serve the document(s). 


B. If the employee is not available, the Watch Commander or designee should inform the person 
attempting to serve the employee when the employee is expected to be available. 


C. At no time shall any person other than the person named in the documents accept service of 
any personal legal documents. 


D. Neither the document(s), nor the service of these documents, shall be recorded on the 
Subpoena Record Form 15.29. 


5/5.4 Trial by Declaration 


Whenever the Court Liaison Officer or a supervisor receives a Form TR-235 - Officer's Declaration 
indicating a defendant is requesting a Trail by Declaration, the Court Liaison Officer/supervisor shall 
forward the form to the involved officer's Watch Commander or Section Head, who will forward it to the 
officer's immediate supervisor for service to the officer. 


The officer shall complete the form and return it to his/her supervisor. The supervisor shall review the 
form, and, upon approval, forward it to the court requesting the information two (2) days prior to the 
return date indicated on the form. 

5/5.5 Subpoenas Issued in the City's Interest 


Whenever Records Unit receives a subpoena, issued in the City's interest, for a Police Division 
employee, the subpoena shall be processed per standing procedures. 


If the subpoena, issued in the City's interest, is for an individual not employed by the City of Los 


Angeles, or for a private company or other non-City entity, the subpoena shall be forwarded to the 
Internal Affairs Unit and the subpoena served by an Internal Affairs investigator. 
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5/6 Fiscal Management 

5/6.1  Service/Material Acquisition 

The procedures for purchasing service/material with City funds are set forth in the City Administrative 
Code and the City Controller's Manual. Los Angeles World Airports (LAWA) procedures for 
expenditures of City funds operate within these guidelines. 


The fiscal year budget for operational service/material and equipment acquisitions is established, 
effective July 1, by LAWA. This section outlines purchase request procedures. 


Definitions 


PURCHASE REQUEST: Encumbering document used to make purchases of materials or services of 
any amount. 


PETTY CASH: A fund used to reimburse employees for job- related expenses up to $100.00. 


A. Procedures 

1. Requests for Services/Materials 

a. The requesting employee shall complete a Purchase Request form. This form shall include: 
° A description of the item(s) for purchase, including estimated unit price; 

° The recommended supplier/possible supplier; 

° Any other required information. 


Note - A description or detailed specifications of the requested material or service, if needed, 
shall be completed on a separate sheet and shall be attached to the Purchase Request form. 


b. Completed Purchase Request forms shall be forwarded to the Unit Leader or designee for 
approval. Request forms that have not been approved will not be processed. 


CG Upon approval, the form is forwarded to the Section's designated Purchasing Coordinator. The 
Coordinator shall: 


° Copy all submitted Purchase Request forms for records retention purposes; 
° Forward the original forms to the Section Commander for review and approval. 
° Contact the requesting employee with the status of their Purchase Request (i.e. - approved, 


denied, more information needed, etc.) 


b. Upon approval, the Purchasing Coordinator will forward the request to Fiscal Support Unit for 
processing. 
e. All items may not be approved due to budget shortages. If this occurs, a notice of disapproval 
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for the request will be provided by the Purchasing Coordinator or Fiscal Support Unit. 
Petty Cash Reimbursements 


Whenever an employee uses personal funds for a job-related function or in the course of his/her 
duties, in an amount no greater than $100.00, the employee shall: 


Complete a Purchase Request form, which shall include any information relevant to how the 
employee incurred the expenditure; 


Attach a receipt showing the expenditure incurred by the employee. 

The Purchase Request form shall be processed as previously outlined. 

Note: Petty cash reimbursements shall follow City Accounting guidelines and should be 
approved in advance. Any questions concerning petty cash reimbursements shall be directed to 
Fiscal Support Unit. 

Operating Expenditures 

Office Supplies and Administrative Expenses 

Requests for office supplies shall be processed through LAWA Stores. Office supplies not 
available through LAWA Stores may be purchased through LAWA's approved office supply 
vendor. 

Only items absolutely essential to the operation of the LAWA Police shall be approved for 
purchase. All requests for supplies shall be received by the Commanding Officer, Professional 
Standards Section. Those items deemed non-essential shall not be approved. 

Ordering of Supplies 

Requests for supplies shall be submitted to the Records Unit. Supplies shall be ordered by the 
Records Unit on the 1st and 15th of each month. Orders submitted after the ordering date shall 
be processed on the following order. All orders must be submitted via a completed LAWA Police 
Material Requisition form and routed through the Commanding Officer, Professional Standards 
Section, for approval. Incomplete forms shall not be accepted. 


Ordering Police Division Forms 


Whenever an employee of the LAWA Police becomes aware that a form used by LAWA Police 
personnel in the performance of their duty is in short supply, the employee shall: 


Forward an Employee's Report, via chain of command, to Operations and Materials LAX/LAWA 
or Field Support Unit at LAWA/ONT, requesting that new copies of the form be ordered; 


Attach a copy of the requested form with the Employee's Report; 
The requesting employee's supervisor shall verify that the form is correct and that no changes 


are pending prior to forwarding it to Operations and Materials LAX/LAWA or Field Support Unit 
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at LAWA/ONT; 


d. Operations and Materials LAX/LAWA or Field Support Unit at LAWA/ONT shall review the 
request and forward it, via chain of command, to the Commanding Officer, Field Support 
Section for review and approval prior to ordering the form. 


Note: This procedure shall not apply to the Security Credential Section in regards to the 
ordering of Security Badging applications or related material. 


2: Whenever a new form is created for use by the LAWA Police by Manuals and Orders Unit as 
part of a Directive signed by the Chief of Airport Police, a copy of the signed Directive and an 
original of the new form shall be forwarded to Operations and Materials LAX/LAWA and Field 
Support Unit at LAWA/ONT. 


a. Operations and Materials LAX/LAWA or Field Support Unit at LAWA/ONT shall order the form 
and contact Manuals and Orders Unit when a supply of the new form(s) is received. 


b. Manuals and Orders Unit will not issue the Directive until a sufficient supply of the new forms is 
available for use by LAWA Police personnel. 


3. Whenever a form is created by a supervisor, Detail, Unit, or Section, and the form is designed to 
be used by LAWA Police personnel in the performance of their duty: 


a. The form shall be approved by the Chief of Airport Police or designee prior to use and 
distribution; 


b. An original of the form shall be forwarded to Operations and Materials LAX/LAWA and Field 
Support Unit at LAWA/ONT with a request to order additional copies of the form for use by 
LAWA Police personnel. A copy of the approval by the Chief of Airport Police or designee shall 
be attached. 


5/6.3 Budget Suggestions 

Any member of the LAWA Police having suggestions for future budget items is invited to forward them 
to the Fiscal Support Unit or appropriate budget representative. Budget Suggestion Forms shall be 
completed and forwarded back to Fiscal Support Unit or appropriate budget representative. 


Requests or suggestions for future budget items must be submitted to the appropriate Fiscal Support 
Unit no later than Nov. 1 of the current year to be considered for the next fiscal year budget. 


5/6.4 Business Cards 

Personnel of the LAWA Police shall only utilize business cards, which have been approved by the Los 
Angeles World Airports. The approved business cards are the White Los Angeles World Airports card 
and the City of Los Angeles card with the City seal. 

As a matter of policy, only approved business cards shall be used by LAWA Police personnel and no 
other type or format is authorized. When reordering approved business cards, a purchase request shall 
be completed and routed through the appropriate Fiscal Support Unit. 


5/6.5 Requesting Reimbursement for Duty-Related Expenses 
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Employees requesting reimbursement for duty-related expenses shall: 


Request and receive pre-approval from their Fiscal Support Unit for all reimbursement requests 
to insure these requests are in compliance with City policy; 


Note: Pre-approval is required to ensure the reimbursement request can be made from Petty 
Cash or if another means is necessary to request reimbursement. 


Complete a Purchase Request Form, detailing a justification and/or description of the purchase. 
Include the type of expense, date of occurrence, and total amount of expense; 


Attach all receipts associated with the expense; 


Forward the Purchase Request Form to the Section’s Commanding Officer for review and 
approval. 


Upon approval, the Purchase Request Form shall be forwarded to Fiscal Support Unit for 
processing. 


Fiscal Support Unit shall contact the requesting employee when the reimbursement is ready for 
pickup. 


City Issued Cellular Telephone Administrative Procedures 

Cellular Telephone Liaison - Responsibilities 

The Cellular Telephone Liaison shall: 

Coordinate with ITG on issuance of cellular telephones for LAWA Police employees; 


Review all Cellular Telephone requests and validate the need for such services. If approved by 
the Section Commanding Officer, the request shall be forwarded to ITG; 


Distribute a copy of the Cellular Communication Services Policy and Procedures Handbook 
when a new cellular telephone is issued; 


Collect issued cellular telephones and return the telephones to ITG when a Section employee: 
Transfers to another LAWA airport or to another City Department; 

Is terminated, resigns or retires; 

Is on long term leave for more than one month (Policy Handbook Section 3.3.12); 

Transfers to a position that does not require an issued cellular telephone 

Notify ITG whenever a change occurs in the status of an employee's cellular telephone use; 
Review cellular telephone assignments and usage to validate the need for such services on an 


annual basis. 
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Cellular Telephone Coordinator - Responsibilities 
The Cellular Telephone Coordinator shall: 
Ensure employees submit an Employee Declaration of Compliance; 


Track cellular telephones and users within the Section and notify the Cellular Telephone Liaison 
whenever any change occurs. 


Distribute cellular telephone invoices and activity sheets to employees; 
Retain a copy of the Call Accounting Form and forward the original to ITG and; 
Submit checks for personal cellular telephone calls to the Cashier's Office; 


Track and audit call accounting forms to ensure employees review and submit the forms ina 
timely manner. 


Employee Responsibilities 

Employees shall review the monthly services billing statements for their issued cellular 
telephone and ensure expenses for any personal calls, including any expenses incurred for 
personal texting or downloads, be reimbursed in accordance with Section 5.140 of the LAWA 
Administrative Manual within five (5) days of receipt of the billing statement. 

Watch Procedures 

Start of Watch 

Employees shall report for duty at the time designated by their Commanding Officer. 

Roll Call 

Roll Call is conducted for the Patrol Services Section, the Security Access Control Unit and the 
Traffic Control Unit prior to each regular shift deployment. Employees in other Sections and 


units receive briefings conducted by their supervisors prior to deployment. 


LAWA/ONT - Airport Safety Officers (ASO) will follow current ONT roll call procedures for 


Procedures for All Roll Calls 

When conducting Roll Call, the supervisor conducting Roll Call shall: 
Read the roll and give assignments to the officers present. 

Notify officers of any changes in work schedules or assignments. 


Issue subpoenas, if any. 
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Read new directives and memos and have officers sign Acknowledgment forms acknowledging 
receipt of the new directives. The supervisor shall explain the implementation and effect on 
current operations the new policies will have. 

Conduct inspections of officers to ensure their readiness to assume their assigned duties. 
Advise personnel of upcoming training classes. 

Additional Procedures for Patrol Services Section Roll Calls 

In addition to procedures listed in Section 1, the supervisor conducting Roll Call shall: 

Read the Daily Activity Log. This log contains notable activity, criminal or otherwise, within the 
Airport area for the previous 24 hours. It is the responsibility of the off- going supervisor in 
charge to ensure that the log is complete and up-to-date and that the on-coming supervisors are 
made aware of any outstanding activity. 


Give descriptions of wanted persons, if any, that are relevant to officer safety, the Airport and its 
operations. 


Give information on any stolen vehicles reported to be in the area. 

Inform officers of any major activities or investigations that may affect normal operations within 
the Airport area. This can include any temporary or permanent hazards that officers should 
avoid or provide extra patrol. This information can come from a variety of sources, such as 
patrol officers, specialized Sections and/or the Crime Analysis Unit. It is the responsibility of the 
supervisor-in-charge to keep up-to-date on situations of this nature. 

Roll Call Training 

Refer to Section 4/3 for Roll Call Training procedures. 


Attendance 


Employees reporting late for duty, for any reason, shall check in with their Section supervisor. In 
the absence of a Section supervisor, employees shall check in with the Watch Commander. 


Absences and tardiness shall be reported to a supervisor of the employee's Section. If a Section 
supervisor is not available, absences or tardiness shall be reported to Patrol Services Section 
Watch Commander. 


When no Section supervisor is on duty, the employee(s) shall report to the Watch Commander 
in order to begin duty. 


Weapons and Less Lethal Devices Issuance and Checkout Procedures 


The following procedures are LAX/LAWA specific, and may be different at other Airport Police 
facilities. 


Prior to beginning of watch, a copy of the Daily Deployment Sheet shall be placed in the Kit 
Room. This sheet shall be used to issue and check in weapons and less lethal devices by the 
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Operations Center supervisor during change of watch. 


Only sworn personnel who have met current training requirements for a specific weapon or less 
lethal device shall be authorized to be issued this equipment. 


Exception: Weapons and less lethal devices may be issued to sworn officers who have not met 
training requirements under emergency conditions to ensure availability of this equipment to 
other officers in the field. 

The designated PSS supervisor shall issue the following equipment from the Armory: 
Shotguns 

Sworn officers assigned to a mobile patrol unit equipped with a shotgun rack shall be issued a 
duty shotgun as outlined in Section 7/2.18.B.3.a. The shotgun Equipment Number shall be 
recorded on the Equipment Check-In/Check-Out Log. Officers should consider which 
configuration of shotgun mount their assigned vehicle is equipped with. Tactical 18-inch 
shotguns may not fit some older vehicles. 


Officers shall carry their issued shotgun in the open position while in the station. “Racking” 
and/or loading shotguns inside the station is prohibited. 


Note: When issuing a shotgun, the shotgun shall be handed to the officer at the Kit Room door. 
It will never be issued through the Kit Room window. 


40 MM Projectile Launchers 

Properly trained sworn officers assigned to deploy a 40 MM Projectile Launcher shall be issued 
a 40 MM launcher and ammunition in a carrying case as outlined in section 7/5.3.C.1. The 40 
MM Projectile Launcher Equipment Number shall be recorded on the Equipment Check- 
In/Check-Out Log by the supervisor. 

Tasers 

General Check-Out Procedures 


Officers shall not attach a cartridge to the Taser inside the station. 


Officers issued an X-26 Taser shall attach the Taser holster to their duty belt prior to leaving the 
Station. 


M-26 Tasers 

The Check-Out supervisor shall visually inspect the Taser case prior to issuance to ensure one 
Taser and two cartridges are in each case. The M-26 Box Number shall be recorded on the 
Equipment Check-In/Check- Out Log by the Check-Out supervisor. 


Note: The cartridges are assigned to each Taser case. Damaged cartridges shall not be 
replaced with a cartridge from another case. 


X-26 Tasers and Holster 
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The Taser and cartridge serial numbers are assigned for each holster number and shall not be 
mixed or changed. The Check-Out supervisor shall record the holster number only on the 
Equipment Check-In/Check- Out Log. A master list of the assignments will be kept in the armory 
for reference. 


Damaged Taser, Holster, or Cartridge 

if a Taser, holster or cartridge is damaged, the taser, holster and cartridges shall be red tagged 
as a unit and transported to the range for repair. This shall be noted on the appropriate 
Weapons Status Log. 

Ballistic Shield 


The Check-Out supervisor shall record the serial number of the ballistic shield on the Equipment 
Check- In/Check-Out Log. 


UPR 
UPRs are to be stored unloaded and locked in their assigned and numbered mount. UPR 
officers will be issued numbered keys that coincide with their assigned lock mount to use for 


storing their weapons. 


The Check-Out Supervisor shall check the "UPR" column of the Equipment Check-In/Check-Out 
Log when a UPR Cadre member checks out his/her UPR from the Armory. 


If, prior to regular EOW, any of the previously listed equipment has to be returned to the Armory, 
it shall be given to an available Patrol supervisor, who will be responsible for placing the 
equipment in the Armory and updating the Equipment Check-In/Check-Out Log. 


Employees shall inspect their assigned vehicle at the beginning of watch as outlined in Section 
12/1.1.A.1. 


End of Watch (EQW) Procedures 


All sworn or non-sworn uniformed employees shall check out with a supervisor prior to leaving 
the LAWA Police facility for the day. 


The following procedures are LAX-LAWA specific, and may be different at other Airport Police 
facilities. 


Notification shall be made to the employee's supervisor or the Operations Center supervisor. In 
the event that the supervisor is not available, notification shall be made to the Watch 
Commander. 


End of watch for all Non-Patrol Services Section employees shall be logged by the Watch 
Commander if their own Unit Supervisor is not available. 


Officers assigned to specialized units, special assignments, or Movie Details going end of watch 
shall check out with the Watch Commander. 
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B. The Check-In supervisor shall be stationed at the Kit Room at the end of Roll Call to conduct 
employee check in. The supervisor shall be responsible for: 
1. Advising Communications to broadcast Code 9 when roll call is completed. 


2. Monitoring calls for service broadcast during the last 15 minutes of the Watch and determining 
whether the call can be held for the oncoming watch. 


If a call pending is held, both Communications and the oncoming Watch Commander shall be 
notified. 


Note: Until officers check in at the Kit Room, they are subject to calls for service. 
3. Ensuring each officer from the previous watch is accounted for; 
4. Providing Communications with an updated status of any officers still outstanding at EOW. 


Note: Officers shall not begin Code 9 procedures prior to Communication's broadcast of Code 9. 
Radios shall not be turned off until check-in procedures are complete. 


C. At End of Watch (Code 9), employees shall: 


1. Broadcast their assigned call sign and advise Communications Unit they are “EOW;” 
2. Check in by giving their name and unit assignment to the check-in supervisor; 
3. Submit a Daily Field Activities Report to the check in supervisor, including all completed 


Personal Service and Parking citations and other reports. 
Officers who work overtime or who leave early shall submit their DFAR, along with any 
completed citations and reports, to an on-duty supervisor or the Watch Commander prior to 
leaving the station, as outlined in Section 14/3.9.D. 
Note- Refer to Sections 10/2.1 H and 10/3.1 C for submission of completed citations, 14/3.1 
Subsection C for completion and submission of reports prior to EOW and 14/3.9, Subsection D 
for Submission of Daily Field Activities Report at EOW. 
D. When an employee has completed check in, equipment shall be returned to the Kit Room. 
5/7.4 Weapons and Less Lethal Devices Check in Procedures 


The following procedures are LAWA specific. 


A. Officers shall ensure that all weapons and less lethal devices are unloaded prior to checking 
them back to the Kit Room in accordance with Section 7/2.18. 


Note: Unloading shotguns inside the station is prohibited. 


B. The Patrol supervisor assigned to the Kit Room shall ensure all weapons and less lethal devices 
are unloaded or deactivated prior to storing them in the Armory. 
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Equipment Check-In 

Tasers 

M-26 Tasers 

The Check-In supervisor shall visually inspect all M-26 Taser cases being checked in to ensure 
one Taser and two cartridges are in each case and ensure the box number matches the box 
number checked out by the officer on the Equipment Check-In/Check-Out Log. 

X-26 Tasers 


Prior to entering the station, officers shall detach the Taser cartridge from the Taser, and carry 
both separate components to the Check-In supervisor. 


The Check-In supervisor shall check the serial number of the Taser holster and ensure the 
number matches the number checked out by the officer on the Equipment Check-In/Check-Out 
Log. 

Shotgun 

The Check-In supervisor shall ensure the shotgun number matches the shotgun number 
checked out by the officer on the Equipment Check-In/Check-Out Log. Specialized units with 
home-garaging authority are exempt from this requirement. 


Exception: Motor Unit officers who leave their motorcycle in the Station parking lot overnight 
shall secure their issued shotgun in the Armory. 


40 MM Projectile Launchers 

The Check-In supervisor shall ensure the 40MM number matches the 40MM number checked 
out by the officer on the Equipment Check-In/Check-Out Log and that all checked out cartridges 
are present. 


Ballistic Shield 


The Check-In supervisor shall ensure the Ballistic Shield number matches the Ballistic Shield 
number checked out by the officer on the Equipment Check-In/Check-Out Log. 


UPR 


The Check-In supervisor shall ensure the UPR is returned at EOW to the Armory. Each officer is 
assigned a numbered and lockable bay for storage of their rifle. 


Discrepancies 


If no discrepancies are found, the Check-In Supervisor shall initial the Equipment Check- 
In/Check-Out Log. 


If a discrepancy is found, it shall be investigated by the Check-In Supervisor. The Watch 
Commander shall be notified. 
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Weapons and less lethal devices shall never be given to another officer in the field by an officer 
going End of Watch. 


Exceptions: 

LAWA/LAX 

Weapons and less lethal devices may be given to an on-coming officer by an officer going End 
of Watch in the field if circumstances dictate that the End of Watch officer be relieved in the field 
by the on- coming officer. The End of Watch officer shall inform the Operations Center 
supervisor of the field transfer of any weapon(s) and less lethal device(s). 


LAWA/ONT 


LAWA/ONT Canine Units are issued Tasers and are not turned in at EQW. They are retained by 
the officer. 


Employees shall inspect their assigned vehicle at the end of watch as outlined in Section 
12/1.1.A.2. 


Rules of Conduct 

Gratuities 

Policy 

Section 5.010.3 of the LAWA Administration Manual states: 

"LAWA employees shall not accept money or other considerations or favors from anyone other 
than the City for the performance of an act which they would be required or expected to perform 
in the regular course of their duties; nor shall employees accept any gifts, gratuities or favors of 
any kind which might reasonably be interpreted as an attempt to influence their actions with 
respect to City business." 


City of Los Angeles Code of Ethics 


The Code of Ethics for all City of Los Angeles employees strictly forbids the acceptance of 
gratuities. 


Law Enforcement Code of Ethics 

The Law Enforcement Code of Ethics states in part: 

"With no compromise for crime and with relentless prosecution of criminals, | will enforce the law 
courteously and appropriately without fear or favor, malice or ill will, never employing 
unnecessary force or violence and never accepting gratuities.” 

The acceptance of any favor or gratuity, in any form, from free coffee to a free meal, because of 


employee's position with the LAWA Police, is not within the ethics and cannons of the law 
enforcement profession. 
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B. Newspapers 


The practice of receiving free newspapers by LAWA Police employees is strictly prohibited. 
While newspapers cannot be considered as having any significant monetary value, they are still 
gifts and therefore subject to the rule. Because of the nature of the job performed, it might be 
interpreted by someone that these newspapers were offered to induce rapid entry to the Air 
Operations Area (AOA), or that a lack of ID (identification card) or Drivers Permit might be over- 
looked by an officer. 


5/8.2 Leased Counter Areas 


From several perspectives, including conflict of interest, officer safety, public relations and appearance, 
the practice of using counter areas is not advisable. Officers are not permitted to use rental car 
counters, airline counters, travelers aid desks, sky cap counters, etc. for reports or breaks. 


Non LAWA controlled telephones may be used for City Business only if permission is first received from 
the person controlling it. 


5/8.3 Retaliation 


The LAWA Police is committed to providing an atmosphere in which employees are free from 
workplace harassment and retaliation of any kind. Retaliation and acts contributing to retaliation are 
serious misconduct. Therefore, any LAWA Police employee who engages in, sanctions or supports 
such activity is subject to disciplinary action, up to and including termination. Commanding officers, 
Watch Commanders, Unit Heads and supervisors will be held accountable for providing an atmosphere 
at work in which employees are free from retaliation. Commanding officers, Watch Commanders, Unit 
Heads and supervisors are also accountable for subordinate employees who engage in behavior that 
the Commanding officer, Watch Commander, Unit Head or supervisor knew, or should have known, 
was occurring, that formally or informally punish an employee for engaging in protected activity. 


A. Retaliation - Defined 
Retaliation is defined as an adverse employment action taken against an employee for 
engaging in protected activity. An adverse employment action includes an action that would 
cause a reasonable employee to be deterred from engaging in a protected activity. 


Adverse employment actions may include, but are not limited to: 


° Negative performance evaluations; 

° Negative Employee Comment Sheets; 

° Imposition of discipline; 

° Denial of a coveted assignment or promotional opportunity; or, 
° Change of assignment. 


B. Protected Activities 


Manual of the Los Angeles World Airports Police 


3. 


4. 


CHAPTER V — Management Rules and Procedures 


Protected activities include: 


Opposing, reporting or participating in any claim, lawsuit, or investigation concerning unlawful 
discrimination or sexual harassment; 


Filing a grievance or participating in any unfair labor complaint; 


Taking advantage of any labor right or benefit such as using sick or family leave, seeking 
compensation for overtime worked, or filing an objectively valid work- related claim for damages; 


Reporting misconduct of another Division or City employee to any LAWA or governmental 
entity; or, 


Supporting, assisting or cooperating in a misconduct investigation. 
Employee's Responsibility 


Any employee who reasonably believes that he/she has been the subject of retaliation as 
defined above shall report it without delay. Employees may contact any supervisor, Internal 
Affairs Unit investigators, or the Office of the Chief of Airport Police. It is the duty of 
management and supervisory personnel to monitor the workplace to prevent retaliation from 
occurring, identify and stop retaliation when it occurs, take allegations of retaliation seriously 
and encourage employees to come forward without delay to report retaliation. 


Note: Talking employment action against an employee that is justified on merit does not 
constitute retaliation forbidden by law or Division policy. Therefore, all management and 
supervisory personnel shall ensure that employment actions are appropriate and not motivated 
by or in response to an employee engaging in protected activity. 

Prohibited Acts that Contribute to Retaliation 

All LAWA Police employees are prohibited from engaging in any act or incident of retaliation in 
the workplace. Employees shall not target another employee in response to that employee 
engaging in any protected activity as defined in Section B. Any employee who becomes aware 
of such conduct shall immediately report the misconduct to a supervisor, Internal Affairs or the 
Office of the Chief of Airport Police. 

Prohibited behavior may include, but is not limited to: 

Refusing to provide or intentionally delaying response to a request for assistance or backup; 
Creating a dangerous working environment; 


Ostracizing employees for participating in an investigation; and/or, 


Spreading rumors impugning the character or reputation of a complainant or an accused. 


5/8.4 Business and Personal Relationships between LAWA Police Employees 


All employees should avoid situations which give rise to an actual or perceived conflict between their 
professional responsibilities and their personal relationships with other employees. The avoidance of an 
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actual or potential conflict is particularly acute for superiors and subordinates within the same chain-of- 
command. The authority given a superior over a subordinate demands that every decision made by the 
superior be totally objective, impeccably fair and, above all, devoid of any personal favoritism. lf a 
superior enters into a personal or business relationship with a subordinate, the motive for decisions 
made by that superior relative to the subordinate may become suspect and compromise the integrity of 
those involved. This could lead to a disrupted work environment, reduced production and a decline in 
morale. Supervisors must also consider the detrimental impact the situation can have on other 
employees in the division as well. 


However, should such a situation develop: 


A. The involved employees must immediately notify their Commanding Officer(s) either in person 
or through the chain-of-command. 


B. If the relationship involves a supervisory employee and a probationary employee that pre-dates 
the probationary employee's tenure with the LAWA Police, disclosure shall be made to the 
supervisory employee's Commanding Officer as soon as the supervisory employee is made 
aware that the probationary employee has accepted a position within the LAWA Police. 


C. The involved Commanding Officer(s) shall ensure that any actual or perceived conflict be 
eliminated keeping the best interest of both the employees and LAWA Police in mind. 


D. Off-duty personal relationships not involving a chain-of- command or probationary employee 
conflict are not reportable as conflicts of interest under this directive. 


However, any personal relationship between employees which negatively impacts an involved 
employee’s performance of his/her professional responsibilities is a matter of serious concern to 
LAWA Police. LAWA Police reserves the right to take appropriate action, including discipline, to 
eliminate such conflicts in order to maintain an appropriate work environment. 


5/8.5 Providing Name, Serial Number and Badge Number Upon Request 


During the performance of official duties, LAWA Police employees shall provide their full name (first and 
last name), serial number and badge number to anyone, upon request. 


If available, a LAWA-issued business card, complete with the employee's name, shall also be provided. 
5/8.6 Making False or Misleading Statements 


All LAWA Police personnel, sworn or non-sworn, uniformed or non-uniformed are representatives of the 
law enforcement profession and Los Angeles World Airports in whatever capacity they serve. The 
community which the LAWA Police serves expects that employees involved in the law enforcement 
process be honest, truthful, and above reproach. 


LAWA Police personnel, in the course and scope of their duties, are frequently called upon to provide 
information, or make statements concerning activities related to their position, on and off the job. All 
employees have a duty to be truthful and forthright in the information they provide. 


False or misleading information provided in any sworn testimony or during an administrative 


investigation damages an employee's credibility. False testimony under oath is also a crime for which 
the employee may be criminally prosecuted. Employees who provide false or misleading statements in 
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any official capacity will be subject to discipline, up to and including termination. They may also be 
criminally charged or civilly liable for civil rights violations as well as other state and federal violations. 


DEFINITIONS 


1. 


Statement - A statement is any manner of communication, including, but not limited to oral, 
written and electronic communications. 


False Statement - An employee makes a false statement when he/she knows that the statement 
given is false at the time it was made. 


Misleading Statement - An employee makes a misleading statement when he/she: 

Knowingly provides information in an inaccurate context; 

Knowingly provides information designed to lead astray or misdirect others; 

Intentionally withholds information which the employee reasonably believes to be relevant; or, 


Intentionally fails to provide a complete or accurate account of matters, which are known to the 
employee. 


Providing partial truth about an incident does not satisfy an employee’s obligation for truthfulness when 
additional relevant information is known to the employee and is deliberately omitted. It is the 
responsibility of the employee upon learning that a statement has been misunderstood or 
misrepresented, to correct the misunderstanding or interpretation of the statement. Failure to do so 
creates an inference that the employee made the statement with the intent to mislead. 


A. 


Policy 

It is a violation of LAWA Police policy for any employee to make a false or misleading 
statement. A violation of this policy will lead to disciplinary action up to, and including, 
termination. 

A false or misleading statement constitutes misconduct when: 

It is made while carrying out an employee's official duties; 


It results from actions incidental to an employee's official duties; 


It is made in response to, or a part of, any job-related inquiry by a supervisor or member of 
management; or, 


It is made during any criminal, civil or administrative investigation or testimony, whether given 
on or off-duty. 


EXCEPTION: False and misleading statements allowed by law, including those made for investigative 
purposes such as those required to conduct an undercover investigation are not considered to be 
misconduct. 


5/8.7 Use of Cellular Telephones while on Duty 
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While on duty, uniformed LAWA Police personnel shall adhere to the following guidelines in regards to 
the use of City-issued and personal cellular telephones: 


A. 


1. 


City-Ilssued Cellular Telephones 


LAWA Police personnel issued a City owned cellular telephone shall carry the telephone fully 
charged and activated while on duty. 


Exception: Cellular telephones may be deactivated when tactical considerations dictate that an 
activated cellular telephone could be an officer safety issue. 


Issued cellular phones worn on Sam Brown duty belts shall be placed in a holder attached to 
the belt. The holder shall be black in color, constructed of leather, plastic or ballistic nylon 
material matching the duty belt accessories. 


Employees with a City owned cellular telephone shall follow additional requirements as outlined 
in Section 5/6.6 - City Issued Cellular Administrative Procedures. 


LAWA/VNY 

Officers assigned to L4 or A4 units shall take a City cellular telephone to answer calls after 
business hours, retrieve and answer any messages left on the phone, and are responsible for 
ensuring that the phone remains charged and ready for use. 

Use of Cellular Telephone While Driving 

Sworn Employees 

Section 23123(d) of the California Vehicle Code exempts an emergency services professional 
from using a wireless telephone while operating an authorized emergency vehicle in the course 


and scope of his or her duties. 


An authorized emergency vehicle, as defined in Section 165(b)(1) of the California Vehicle Code 
is any publicly owned vehicle operated by: 


"(1) Any federal, state, or local agency, department, or district employing peace officers as that 
term is defined in Chapter 4.5 (commencing with Section 830) of Part 2 of Title 3 of the Penal 
Code, for use by those officers in the performance of their duties." 

Non-Sworn Employees 


All non-sworn employees operating a City vehicle in the course and scope of his/her duties shall 
adhere to all applicable State laws in regards to using a cellular telephone while driving. 


Note: If a Blue Tooth device is used while driving, the device shall be taken off and deactivated 
when exiting the vehicle. 


Personal Cellular Telephone Restrictions 


Uniformed personnel shall turn off their personal cellular phones under the following 
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circumstances: 


During roll call; 
While attending any approved training class; 
Whenever appearing in court; 


Whenever involved in a tactical operation, stakeout or other activity where use of the phone 
becomes an officer safety issue. 


Making or taking a personal call on a cellular phone is prohibited while conducting any 
preliminary investigation or assisting any member of the public. 


Personal cellular phones worn on Sam Brown duty belts shall be placed in a holder attached to 
the belt. The holder shall meet duty belt accessory specifications as outlined in Section 6/1.5.A. 


Uniformed personnel shall not use personal cellular telephones equipped with either 
photographic or motion picture technology to photograph celebrities, high profile personalities or 
duty related activities for profit or Internet posting. 


Exception: Personal cellular telephones equipped with either photographic or motion picture 
technology may be used when there is no other photographic equipment available and the 
photograph or movie clip has evidentiary value. 


Sworn personnel who use a personal cellular telephone to take photographs or movie clip of 
evidentiary value shall contact CSI personnel to have the data downloaded to a CSI computer. 
The involved employee shall provide his/her personal cellular telephone and any data cord 
provided with their cellular phone to assist with the download process. 


In addition, the photograph or movie clip shall be documented in the body of the Arrest or 
Investigative Report. 


No cellular phone earpieces (Bluetooth or any other hands-free device) shall be worn by 
uniformed personnel during regular duty hours unless authorized by a supervisor or while 
working a special assignment requiring this type of equipment. 


Text Messaging 

LAWA Police employees shall not use an electronic wireless device to write, send, or read a 
text-based communication while operating a City owned vehicle. The employee shall pull to the 
side of the road to complete any text-based communication. 


Employees who violate this restriction will face progressive disciplinary procedures, including 
not being allowed to carry a personal cellular telephone while on duty. 


5/8.8 Racial Profiling 


The City of Los Angeles prohibits discriminatory conduct on the basis of race, color, ethnicity, national 
origin, gender, sexual orientation, or disability. This also applies while conducting law enforcement 
activities. Police initiated stops or detentions, and activities following stops or detentions shall be 
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unbiased and based on legitimate, articuable facts, consistent with the standards of reasonable 
suspicion or probable cause as required by federal and state law. 


Definition 


Racial Profiling - Defined as the interdiction, detention, arrest, or other nonconsensual treatment of an 
individual based on race, color, ethnicity or national origin. 


A. 


Policy: 

Los Angeles World Airports Police officers may not use race, color, ethnicity, or national origin, 
to any extent or degree, in conducting stops or detentions, or activities following stops or 
detentions, except when engaging in the investigation of appropriate suspect-specific activity to 
identify a particular person or group. 

LAWA Police seeking one or more specific persons who have been identified or described inn 
part by their race, color, ethnicity, or national origin, may rely on race, color, ethnicity, or national 
origin only in combination with other appropriate identifying factors and may not give race, color, 
ethnicity, or national origin undue weight. 

Failure to comply with this policy is a violation of an individual’s constitutional rights. It is also 
counterproductive to professional law enforcement, amounts to racial profiling, and is 
considered to be an act of serious misconduct 


Any employee who becomes aware of racial profiling or any other violation of this policy shall 
report it in accordance with established procedures 


Training 

All sworn personnel shall attend POST mandated training in racial profiling. 

Policy: 

It is the policy of the Los Angeles World Airports Police Division that undocumented resident 
status, in itself, is not a matter for police action. It is incumbent upon all employees of the Los 
Angeles World Airports Police Division to make a personal commitment to equal enforcement of 
the law and service to the community we serve, regardless of resident status. 


Procedures: 


Officers shall not initiate police action with the objective of discovering the resident status of an 
individual 


Notify ICE of any arrest involving an undocumented resident. 


A subject of an ICE hold/detainer will not be held in criminal custody once they are eligible for 
release. 


All criminal charges against the individual have been dropped or dismissed 


The individual has been acquitted of all criminal charges files against him or her 
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° The individual has posted a bond, or 
° The individual is otherwise eligible for release under state or local law, or local policy. 
4. Notify the LAPD area detectives, when the individual is booked, they are subject of an ice 


hold/detainer. 
5/8.9 Employee’s Duty to Report Misconduct 


When a Los Angeles World Airports Police employee who is not a supervisor becomes aware of 
possible misconduct by another member of this Department, the employee shall immediately notify a 
supervisor or directly contact Internal Affairs Unit. Furthermore, the employee shall take appropriate 
action to cause the misconduct to immediately cease. The fact that a supervisor is present and not 
taking appropriate action to stop the misconduct does not relieve other employees from this obligation. 


An employee's obligation to report and prevent misconduct begins the moment the employee becomes 
a member of the Los Angeles World Airports Police. Police officers, because of their status as police 
officers, have an even greater responsibility to report and prevent misconduct. Experience, rank or 
tenure are not factors in knowing the difference between right and wrong, and they do not provide an 
excuse for failing to take appropriate action. Although supervisors are responsible for investigating 
allegations of misconduct, all Department employees are responsible for preventing and reporting 
misconduct. 


The citizens of Los Angeles expect and deserve employees who possess a high degree of integrity. 
Any employee who is perceived, justifiably or not, to be condoning or concealing misconduct impairs 
the trust of the public. Employees must respect and be aware of their responsibility to freely and 
truthfully report all acts of misconduct and to act, if necessary, to prevent the escalation of those acts. 
This is essential if the Los Angeles World Airports Police is to maintain the trust of the public. 


5/8.10 Workplace Violence 
A. Policy 


The safety and security of our employees and visitors is of paramount concern to LAWA. In that 
regard, we are committed to maintaining a workplace free from violence or threats of violence. 
Thus, threats, threatening behavior, or acts of violence against an employee, a visitor, or any 
other individual cannot and will not be tolerated. All reports of workplace violence or threats of 
violence will be taken seriously and will be investigated promptly and thoroughly. 


B. External Incidents 


Due to the unique mission of law enforcement, police officers and uniformed civilian employees 
receive threats of violence while performing their duties. In most cases, these threats are idle in 
nature and our employees are trained to recognize those incidents. When such an incident rises 
above an idle threat, laws and protocols are in place to effectively handle the matter, including 
prosecution of the suspect and protection for the employee. Therefore, this policy focuses more 
on internal workplace threats. 


C. Internal Incidents 
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For the purposes of this policy on workplace violence, the workplace is considered to be 
employee interaction at any LAWA facility as well as any duty-related interaction between 
employees. Any form of violence or threat of violence (actual or reasonably perceived) involving 
an LAWA Police employee and occurring in the workplace must be reported without delay to a 
supervisor, Watch Commander, or Unit Officer-In- Charge. Such behavior must be reported 
whether it is committed by another employee or a City employee. If management determines 
that an employee has engaged in workplace violence, appropriate action must be taken, which 
may include discipline up to and including termination. Any violent behavior committed by an 
employee outside the workplace, which arises out of a contact made at the workplace, may also 
result in disciplinary action up to and including termination. 


All occurrences of violent behavior between employees will result in formal criminal and 
administrative investigations. Additionally, in all cases where violent behavior or a credible 
threat of violent behavior is directed at an employee, the LAWA Police will take appropriate legal 
action and/or other steps necessary to help protect the employee and/or the employee's family 
members. 

An employee shall also report the existence of any restraining order that covers the employee at 
the workplace or any non-work related situation, such as stalking or domestic violence that may 
result in violence in the workplace. Under such circumstances, management will take 
appropriate precautions to help protect its employees in the workplace. 

The types of behavior covered by this policy include, but are not limited to: 


Direct or implied threats to do harm to another employee or to another employee's property 
(including intimidating use of one's body or physical objects); 


Verbally abusive or intimidating language or gestures; 


Threatening, abusive, or harassing communication (i.e. - phone calls, letters, memoranda, 
faxes, e-mail, etc.); 


Unauthorized possession of a weapon at the workplace (including City parking lots); 
Destructive or sabotaging actions against City or personal property; 


Engaging in a pattern of unwanted or intrusive behavior against another (i.e. - stalking, spying, 
following, etc.); and, 


Violation of a restraining order. 

Furthermore, the Los Angeles World Airports Police is committed to supporting the City's 
adopted policy on workplace violence. LAWA Police will assist other City entities, where 
appropriate, in the prevention, investigation and prosecution of workplace violence. 

Language Policy 

Information 

Effective communication is essential in building a lasting relationship with the people we serve. 


However, the Los Angeles World Airports serves an airport with diverse communities 
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representing cultures and languages from around the world, which include limited and non- 
English speaking persons. LAWA Police also serves many people who have communication 
disabilities, such as the hearing-impaired. To enable personnel to provide the best possible 
police service, we must strive to communicate with all the people we serve, while never 
wavering from our commitment to treat everyone with dignity and respect. 


Policy 

It is the responsibility of all LAWA Police personnel to ensure that appropriate and effective 
communication is established in all community contacts. In these contacts, employees are 
expected to take all reasonable and necessary steps to use all available language resources. 
Personnel shall use these resources in conducting thorough field and follow-up investigations 
and other community contacts when communication disabilities or language differences could 
create a communication barrier. 

Audio/Video Recording and Recording Devices - Restrictions 

Covert audio/video recordings of any conversation with other members of this agency without 
the express permission of all parties engaged in the conversation by employees is prohibited 
pursuant to California Penal Code Section 632(a). 

Exemptions: 

Transmitted messages on radio frequencies routinely taped by Communications Unit. 


The recording of meetings for the purpose of recording minutes, provided notification is given to 
all participants. 


Note: This section does not apply to officers conducting a criminal investigation based upon 
probable cause (refer to Section 8/10.21). 


Those found in violation of this policy may be subject to progressive discipline, criminal 
prosecution, or both. 


Personnel who are issued a recording device or carry a privately owned recording device shall 
notify their Watch Commander or OIC prior to utilization. 


The Watch Commander or OIC shall document such notification and make a note of what type 
of device is being used on a Request to Use a Personal Audio/Video Digital Recorder, APD 
Form RUAVDR. 

Valid California Driver's License Requirement 

Policy 

Per Section 5.110 of the LAWA Administrative Manual, employees who are required to operate 
a City vehicle on City business shall possess a valid California driver's license and maintain a 
valid driver's license appropriate for the vehicle they operate. 

Failure to do so, or failure to notify LAWA Police of any license status change (expiration, 


revocation, suspension, restrictions) may result in progressive disciplinary action. 
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B. Required Notifications of Change of License Status 


Employees required to operate a City vehicle in the course and scope of their duties shall 
possess a valid California driver's license. Employees shall immediately notify their immediate 
supervisor whenever their driver's license is or is about to be revoked, suspended, restricted, 
expire, or limited in any way. The employee shall provide the supervisor with a copy of any 
related paperwork. Failure to make this notification in a timely manner will be considered 
misconduct and a violation of Section 5.110 of the LAWA Administrative Manual. 


5/8.14 Conduct Unbecoming an Airport Police Division Employee 


Personnel employed by a police agency are expected to conduct themselves in a manner that is 
representative of the profession they are working in support of. The conduct of an employee employed 
by a police agency may be more closely scrutinized than other civilian employees. Likewise, when a 
police employee is found to have engaged in conduct that is improper, they are criticized far more 
severely than comparable conduct of persons in other walks of life; hence the reason for affording them 
additional protections within the government code as it relates to disciplinary matters. Since the conduct 
of police employees, on or off duty, may reflect directly upon the Los Angeles World Airports Police, 
employees must at all times conduct themselves in a manner which does not bring discredit to 
themselves, the Los Angeles World Airports Police, or the City of Los Angeles. 


5/8.15 Use of Tobacco Products 
A. Smoking 


Los Angeles World Airport Police employees, both sworn and civilian, shall not smoke any type 
of tobacco product in any enclosed place of employment, including City owned/operated 
vehicles. 


Uniformed officers, both sworn and civilian, shall not smoke tobacco products or hold any pipe, 
cigar, or cigarette, except as may be required during the course of their duties, while in public 
view. For the purpose of this policy, uniformed officers on free time (Code 7/15) or who, with the 
approval of their Commanding Officer, are representing the LAWA Police in an activity for which 
the uniform is being worn, are considered on- duty. Non-uniformed sworn employees 
conducting official business shall not smoke any tobacco products while engaged in contact with 
a citizen or while in a residence or business. 


Exception: Off-duty uniformed employees away from the place of employment are excluded 
from this policy. 


B. Chewing Tobacco and Snuff 
Department employees are the most prominent representatives of government and as such 
must present a professional image at all times. An employee's unwise or unsightly use of 
chewing tobacco and snuff is offensive to the public and co-workers, and detracts from the 
professional bearing of the employee. The use of chewing tobacco and snuff is prohibited while 
on-duty, or off-duty in uniform. 


5/8.16 Use of Intoxicants 
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There is an immediate lowering of esteem and suspicion of ineffectiveness when there is public contact 
by a LAWA Police employee evidencing the use of intoxicants. Additionally, the stresses of law 
enforcement require an employee to be mentally alert and physically responsive. Except as necessary 
in the performance of an official assignment, the consumption of intoxicants is prohibited while an 
employee is on-duty. 


While on-duty, employees shall not be permitted to consume intoxicants to such a degree that it impairs 
their on-duty performance. 


LAWA Police personnel shall not consume any intoxicants at any LAWA Police facility. 


Note: Facilities shall include parking lots, buildings, or any other areas controlled or operated by the 
LAWA Police. 


5/8.17 Compliance With Lawful Orders 


The Los Angeles World Airports Police is an organization with a clearly defined hierarchy of authority. 
This is necessary because unquestioned obedience of a superior's lawful command is essential for the 
safe and prompt performance of law enforcement operations. The most desirable means of obtaining 
compliance are recognition and reward of proper performance and the positive encouragement of a 
willingness to serve. However, negative discipline may be necessary where there is a willful disregard 
of lawful orders, commands, or directives. 


5/8.18 Access to Federal Inspection Services (FIS) Areas 
A. Information 


FIS areas are CBP's area of jurisdiction, per 19CFR122.181, and are CBP-restricted. This 
applies, in part, to ANY international flight (inbound or outbound), the passengers, luggage, 
cargo and the conveyance (aircraft or airfield bus) itself. Barring exigent or emergency-related 
circumstances, unauthorized access of CBP-restricted areas is a violation of 19CFR122.181. 
This applies to all law enforcement agencies that need/want access to CBP-restricted areas, 
including ICE, DEA, FBI, LAPD, etc. 


Note: A Customs Seal is not required for uniformed sworn officers to access the FIS at any 

LAWA airport. However, if no notification is received by CBP personnel that access is required, 

CBP personnel are instructed to challenge any possible unauthorized personnel in the FIS area. 
B. Procedures 

LAWA/LAX 

Whenever a LAWA/LAX Police employee requires non- emergency access to a FIS area for 


official business, or is responding to a call from an in-bound international flight, the following 
procedures shall be followed: 


1. The on-duty Watch Commander, or designee, shall fax a written request to the concerned Area 
Port Director to access the FIS area, include the reason for access and any other pertinent 
information. 

2. If time does not permit a faxed request, the on-duty Watch Commander or designee shall 
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contact the concerned CBP Watch Commander telephonically for verbal notification. 


If the CBP Watch Commander cannot be contacted, officers shall respond to the call and notify 
a Customs official upon arrival. The Watch Commander shall contact the Area Port Director 
directly. 


LAWA/ONT 


Whenever a non-uniformed LAWA/ONT Police employee stationed at ONT requires non- 
emergency access to a FIS area for official business, the employee's Security Badge shall have 
a Customs seal affixed to the badge. 


Reporting Off-Duty Incidents Involving Outside Law Enforcement Agencies 
Off-Duty Incident Involving Law Enforcement Action by LAWA Police Employee 


Whenever a LAWA Police employee is involved in any law enforcement action off-duty resulting 
in an arrest, and the arrestee is booked by an outside law enforcement agency, the involved 
employee shall: 


Notify the Watch Commander of the incident as soon as practical: 


Request a copy of the report from the booking agency and provide the report to his/her Watch 
Commander or immediate supervisor as soon as practicable, no later than the first day the 
employee returns to work; 


Note: If the report is not immediately available, the employee shall complete an Employee's 
Report, the next scheduled workday, describing the events resulting in the enforcement action 
taken. 


Follow the Use of Force reporting requirements as outlined in Section 7/4.3, if applicable; 
Request a supervisor review and approve the report. 


This report, and all related documents, shall be forwarded, via chain of command, to the 
involved employee's Commanding Officer for review and appropriate action. 


Exception: If the enforcement action results in an off-duty officer-involved shooting or other use 
of force that results in an injury either to the officer, suspect or bystanders, the involved 
employee shall contact the on-duty Watch Commander immediately and give a brief synopsis of 
the incident. The Watch Commander shall assign an on-duty supervisor to the location and 
contact the Professional Standards Commanding Officer and advise him/her of the incident. 


Off-Duty Incident Resulting in an Arrest or Criminal Investigation of LAWA Police Employee 


When a LAWA Police employee is involved in an off- duty incident resulting in his/her arrest by 
an outside law enforcement agency, or when an employee becomes aware that he/she is the 
focus of a criminal investigation by an outside law enforcement agency, the involved employee 
shall contact and advise the on-duty Watch Commander of the arrest or investigation as soon 
as possible. 
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5/8.20 Chain of Command 


The chain of command extends from the Chief of Airport Police down through the ranks. The line of 
authority from the patrol officer and various civilian employees up through the ranks, shall be preserved 
in order to maintain principles of effective administration and to establish and maintain supervisory 
accountability at each rank for operations and problem resolution. Ranks shall not be by-passed either 
in person or via electronic communications (as in copying or forwarding of electronic mail) unless an 
emergent situation arises. An emergency would be defined as the need to transfer information that 
could not wait for communications through the chain to occur without disastrous consequences. 


If an employee is having an operational or personnel-related problem or would like to express a 
complaint or opinion to members of the command hierarchy, the officer shall consult his/her immediate 
supervisor concerning Departmental matters. The officer or employee shall be allowed to obtain 
permission from his/her immediate supervisor to consult with the next layer of supervision. The next 
layer of supervision after being briefed shall decide whether it is necessary or not to amplify upon the 
response given by the supervisor last consulted in the chain. 


Nothing in this directive shall prevent any command officer up through the Chief of Airport Police from 
maintaining an “open door” policy to talk with subordinate employees. Any command officer maintaining 
such a policy shall be careful not to circumvent the chain of command and inadvertently diminish the 
authority and therefore accountability of junior supervisors for operations control and problem 
resolution. Nothing in this policy will restrict an employee from seeking permission to receive career- 
counseling or advice from senior or executive command staff up through and including the Chief of 
Airport Police. Nothing in this policy is intended to supersede nor interfere with any MOU or City 
established grievance procedures. Nothing in this policy shall prevent an employee from filing a 
Discrimination complaint, Sexual Harassment complaint or any EEO complaints with Human Resources 
Division or an appropriate LAWA coordinator. 


In respect to decisions felt by the employee to be unfair (but that do not rise to the level of a grievance), 
an employee may request that he/she be granted an interview with the next highest officer in command, 
or with the commanding officer of the section. Such a request shall be made through the officer's 
immediate supervisor. Again, the next highest supervisor in the chain shall decide whether or not 
further dialogue at his/her level is required or necessary. 


5/8.21 Safeguarding Sensitive Information 
A. Information 


49 CFR Part 1520 identifies the types of information that needs to be safeguarded by those 
agencies or individuals who receive such information from the Department of Homeland 
Security, Transportation Security Administration. This includes certain forms, circulars or other 
printed material. 


Definitions 


For Official Use Only (FOUO) - This term, as defined in Department of Homeland Security 
Management Directive System MD Number 11042.1, is used to identify unclassified information 
of a sensitive nature, not otherwise categorized by statute or regulation, the unauthorized 
disclosure of which could adversely impact a person's privacy or welfare, the conduct of Federal 
programs, or other programs or operations essential to the national interest. FOUO is not to be 
considered classified information. 
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Note: Open Source Information is not considered to come under FOUO guidelines. 


Sensitive Security Information (SSI) - Sensitive Security Information (SSI) is defined in 49 CFR 
Part 1520.7. SSI is a specific category of information that requires protection against disclosure. 


B. Policy 


It is the responsibility of all LAWA Police employees to follow regulations pertaining to the 
identification and safeguarding of sensitive information as defined under 49 CFR Part 1520. 
Violation of this policy is grounds for a civil penalty and other enforcement or corrective action 
by the Federal Department of Transportation. 


5/8.22 Off-Duty Arrest Guidelines 


Off-duty officers are often faced with situations involving criminal conduct that they are neither equipped 
nor prepared to handle in the same manner as if they were on duty. This may lead to unnecessary 
injuries to involved off-duty officers. 


Definition 


Personally Involved: An officer is deemed personally involved where the off-duty officer or a family 
member or a friend they are with becomes engaged in a dispute or incident involving a personal matter 
with the person(s) to be arrested. This does not apply to situations where the officer is the victim of a 
crime. 


A. Policy 


In order to promote safety and efficiency, it is the policy of the Los Angeles World Airports 
Police to determine and regulate those situations and locations within which a sworn member is 
permitted to make an arrest while off-duty. 


This policy is not intended to restrict the constitutional rights of an officer to make a private 
persons arrest where a crime was committed against them and was not related to him/her being 
a law enforcement officer. 


Note: Sworn personnel are reminded that they have NO LEGAL OR DEPARTMENTAL 
obligation to get involved, especially if such intervention places them in a position of peril or 
such intervention would be deemed unreasonable or reckless. While department policy 
mandates sworn personnel are responsible for reporting suspected criminal activity, or when 
witnessing a serious crime, that obligation is fulfilled by calling the agency with jurisdictional 
authority and monitoring the situation from a SAFE vantage point. 


B. Procedures 

1. Liability Protection 
LAWA Police officers have liability protection for the on- and off-duty performance of official 
duties. This protection does not extend to acts intended to cause injury or damage, or to those 


actions that the officer knew, or reasonably should have known, were in conflict with the law or 
established policies of the LAWA Police. 
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Permitted Off-Duty Arrests 

When off-duty and within the state of California, an officer may make an arrest when: 
The arresting officer is not personally involved in the incident underlying the arrest; 
There is an immediate need to prevent a crime or apprehend a suspect; 

The crime requires a full custodial arrest; 


The arresting officer possesses appropriate police identification (badge and police photo 
identification). 


Off-Duty Responsibilities 


While off-duty, officers are responsible for immediately reporting any suspected or observed 
criminal activities to local law enforcement agencies. 


Except as outlined in this Policy, off-duty officers should not enforce minor violations such as 
harassment, disorderly conduct, or other nuisance offenses. When an off-duty officer becomes 
aware of such violations the local law enforcement agency shall be contacted. 


When an arrest is necessary, the off-duty arresting officer shall follow all policies and 
procedures pertaining to arrests and use of force as outlined in the LAWA Police Manual. 


When an arrest is made off-duty, the involved officer shall notify the on-duty Watch Commander 
of the incident as soon as possible. 


If an off-duty sworn employee identifies himself/herself as an Airport Police officer to prevent an 
incident from occurring or escalating, whether or not an arrest or further enforcement action is 
taken, the sworn employee shall contact the on-duty Watch Commander and report the incident. 
Prohibited Off-Duty Arrests 


Sworn officers may not make an arrest off-duty: 


When the arresting officer is personally involved in the incident underlying the arrest except as 
noted above; 


When engaged in off-duty employment of a non-police nature, and the officer's actions are only 
in furtherance of the interests of the private employer; 


When the arrest is made solely as enforcement of a minor traffic regulation. 


5/8.23 Mandatory Vehicle Backing Maneuver Guidelines 


The backing of any City vehicle creates an elevated risk of personal injury and damage to property. The 
following guidelines shall be followed by all LAWA Police personnel while driving City owned vans and 
pick-up trucks: 
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A. Any backing maneuver shall be undertaken at a very slow speed with extreme caution. 


B. The safe backing of any City van or pick-up truck will be a shared responsibility between the 
driver and any passengers in the vehicle. 


Note - If only the driver is in the van or pick-up truck, he/she should walk around the van/pick-up 
truck to determine if there are any visible obstructions around the van/pick-up truck. 


C. The passenger seated in the front passenger seat in the vehicle shall always exit the vehicle 
and provide assistance as a "GUIDE" during any driving maneuvers which require the backing 
up of the vehicle. Refusal to assist will result in progressive discipline. 


Note: The "GUIDE" provides assistance, but the driver will continue to bear the ultimate 
responsibility for the safe operation of the vehicle while in motion. 


D. To ensure verbal communications can be clearly heard, the passenger side front window and 
the driver's side window shall be fully open prior to backing up a City van or pick-up. 


E The person serving as the "GUIDE" shall: 


1. Stand behind the City van or pick-up truck in view of the driver to assist in the backing up of the 
vehicle; 

2. Stand on the curb to the right side of the vehicle to assist the driver during parallel parking 
maneuvers; 

oe Ensure that there are no obstructions behind the van or pick-up truck prior to the maneuver 
commencing; 

4. Employ appropriate precautions to maximize his/her visibility and to protect themselves from 


any passing vehicles while providing assistance; 


5. Give clearly audible verbal commands such as when to commence reversing, how much 
distance between the vehicle and any obstacles or vehicles, and when to stop. 


i Once the van or pick-up truck has completed the backing maneuver, the driver shall pull forward 
safely and allow the "GUIDE" to re-enter the vehicle. 


5/8.24 Mandatory Wearing of Corrective Lenses On Duty by Sworn Personnel 

A police officer may, in the course and scope of his/her duty, be forced to act immediately to defend 
his/her life or the lives of others. Therefore, any sworn employee who must wear corrective lenses to 
complete the firearms proficiency-firing course shall wear corrective lenses (prescription glasses or 
contact lenses) while on duty. 


5/9 Administrative Review of Information for Publication Written or Supplied by LAWA Police 
Employees 


5/9.1 Information 


Employees writing as individuals, presenting their own personal position or viewpoint, are not required 
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to submit their communications for administrative review. Only those articles, treatises, scripts, or 
writings, which purport to state an official policy, procedure, or position of the Los Angeles World 
Airports Police, need to be submitted for administrative review prior to submission for publication. 


Publication, as used in this policy, means statements, written, electronic or verbal, communicated or 
intended to be communicated, for commercial purposes or public dissemination. 


5/9.2 Policy 


No publication shall be deemed to state an official policy, procedure, position or technology unless it is 
approved in advance for publication by the Chief of Airport Police. 


5/9.3 Publication by LAWA Police Personnel 


An employee who has prepared or caused to be prepared any article, manuscript, or writing for 
publication which states or purports to state an official policy, procedure, position or technology used by 
the LAWA Police shall submit the publication for administrative review prior to submission for 
publication. 


5/9.4 Administrative Review 

1. Employee's Responsibilities 
An employee who has prepared an article, manuscript, or other writing for publication which 
states or purports to state an official policy, procedure, position or technology used by the 


LAWA Police shall forward an Employee Report to his/her Commanding Officer requesting 
review of the material. The following information shall be contained in the Employee Report: 


a. The name and address of the publisher or agency to receive the material; 

b. The article, manuscript, or writing to be published; 

C. When possible, a recent publication by the publisher or agency to which the material is being 
submitted. 

2. Commanding Officer's Responsibilities 


The commanding officer shall review submitted material for publication to determine whether the 
material necessitates further administrative review. 


a. Material Not Requiring Further Administrative Review 
When a commanding officer determines that further administrative review is not necessary, the 


commanding officer shall make a notation on the original Employee Report recommending 
approval for publication and forward the report and material to the Chief of Airport Police. 


b. Material Requiring Further Administrative Review 

° If acommanding officer determines that the material needs to be reviewed by a subject expert, 
the commanding officer shall refer the employee to a LAWA Police subject matter expert for 
assistance. 
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The employee shall submit the material to the LAWA Police subject matter expert. 


The LAWA Police subject matter expert shall review the material and prepare a report detailing 
recommendations and proposed revisions to the concerned commanding officer within five (5) 
days. 


When a commanding officer determines that the material is not an accurate representation of 
the Department's policy or procedures, and that further administrative review is necessary, the 
findings shall be documented in a memo to the Chief of Airport Police. The memo and the 
material shall be forwarded to the Office of the Chief of Airport Police. 


The commanding officer shall process the material and notify the employee of his/her findings 
within five (5) calendar days. 


Office of the Chief of Airport Police 


The material shall be reviewed for suitability and appropriateness by the Office of the Chief of 
Airport Police staff and, if appropriate, revisions will be suggested to ensure a quality product. 
The employee originating the material for publication shall be notified at the conclusion of the 
administrative review when any suggested revisions may alter or change the original direction or 
content of the materials. 


The reviewed material shall be forwarded, with a recommendation to approve or disapprove 
publication, to the Chief of Airport Police, who shall be the final authority on all publications. 


Upon approval by the Chief of Airport Police, the material shall be returned to the employee for 
publication. 


5/9.5 Disclosure of Confidential Information 


Employees shall not disclose, or cause to be disclosed, to anyone, any confidential information. For the 
purpose of this policy, confidential information includes, but is not limited to, the following: 


A. 


Records that are exempt from disclosure under the California Public Records Act, Section 6254 
et seq. of the Government Code (i.e. - Pending litigation, investigatory or security files, 
exemptions or prohibitions under Federal or State law, etc.); 


Events, details, identities of persons or circumstances of any investigation conducted in whole 
or in part by LAWA Police, the disclosure of which would impair or interfere with that 
investigation, future investigations, pending or future litigation, or the law enforcement activities 
of the LAWA Police or other law enforcement entities; 


Procedures, techniques, tactics, and methods used by the Division in the performance of its 
duties, the disclosure of which would impair the law enforcement activities of the LAWA Police; 


Information obtained from confidential City files (refer to the Section 3/2 - Police Officer 
Personnel Records); 


Policy and Procedures contained in the LAWA Comprehensive Airport Security Program; 
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F. Any confidential information, written or otherwise, including observations, obtained while on duty 
or while acting in the official capacity of a LAWA Police Officer; 

G. Confidential information, documents, records (i.e - Criminal Offender Information, Suspect 
Profile, Criminal History Information, etc.) obtained from other law enforcement agencies or 
associations. 

5/10 Police Media Relations 

5/10.1 Policy 

It shall be policy of the Los Angeles World Airports (LAWA) Police to cooperate with the news media 

and to maintain an atmosphere of open communication. A positive working relationship with the media 

is mutually beneficial. To this end, only authorized personnel shall release information to the news 


media in an impartial, accurate and timely fashion. 


No employee shall release any information that would jeopardize an active investigation, prejudice an 
accused person’s right to a fair trial, or violate the law. 


5/10.2 Ethics 

It shall be policy of the Los Angeles World Airports Police to treat members of the media with 
professionalism and ethical behavior. It is expected that the media will respond in a like manner and 
follow ethical guidelines established by their industry. 


Members of the LAWA Police who believe they were treated unethically should contact the Public 
Information officer 


5/10.3 Responsibility for Releasing Information 

It is ultimately the responsibility of the Deputy Executive Director of Law Enforcement & Protective 
Services (DED) to release information to the public. That responsibility may be delegated to the 
following personnel: 

A. Public Information officer (PIO); 

B. Chief of Airport Police; 

C. Any Assistant Chief of Airport Police 

D. Back-Up PIO 

5/10.4 Information Release Guidelines 

The release of information is subject to restrictions placed by applicable municipal, state and federal 
laws and is subject to approval by the DED, Chief of Airport Police and any Assistant Chief. Further, 
any information that would hamper the successful conclusion of an investigation or jeopardize the 


safety of affected persons will not be released. 


A. Information That Can Be Released 
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Basic information about a crime or incident. 

Basic information about victims, except as excluded by law. 

Description of suspects. 

Basic description of weapons and vehicles used. 

Basic description of stolen items. 

Basic description of injuries and condition of victims. 

The name, age, city and other basic information about arrestees, and the charges against them. 
Information contained in arrest affidavits and other applicable crime/incident reports. 

Booking photographs. 

Information That Cannot Be Released 


Names, addresses or any information that would identify the victim of a sex offense, child abuse 
or any other crime where the privacy of the individual is protected by law. 


Names, addresses and basic information about juvenile arrestees as governed by law. 


Active criminal investigative information, active criminal intelligence information and surveillance 
techniques. 


Names of informants and information provided by them. 


Supplemental and investigative reports shall not be released until such time as the case is 
closed or the lead investigator deems it permissible. 


Grand jury testimony and proceedings. 

Active internal affairs investigations as governed by state law. 

Names of witnesses, unless required by law. 

The identity of critically injured or deceased persons prior to notification of next of kin. 
Home address, telephone numbers and familial information of law enforcement personnel. 
Names of undercover personnel. 


Any other information that could jeopardize the successful conclusion of an investigation and 
prosecution. 


Any other information prohibited by state law from being publicly disclosed. 


5/10.5 Public Information Officer 
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Duties and Responsibilities 


1. 


5/10.6 


The PIO shall support the LAWA Police and its personnel in matters involving the news media. 
The PIO shall liaison with Media Relations Division and report to the Chief of Airport Police or 
his/her designee. The PIO shall attend all Command Staff meetings and any other meetings as 
directed by the Office of the Chief of Airport Police. 


Watch Commanders shall be responsible for ensuring that the PIO is informed of major 
incidents and all other events that may generate media interest. 


The PIO and the Chief of Airport Police, or designee, shall meet with media representatives bi- 
monthly to discuss issues of mutual interest of concern, including any proposed or anticipated 
changes in LAWA Police policy or procedures dealing with the media. 

Selection Process 

The selection of Public Information Officer shall follow the procedures outlined in Section 3/8.2. 


Training 


Sworn personnel selected for this position shall attend a POST approved Media Relations 
training class and any other training courses as directed by the Chief of Airport Police. 


All sworn supervisory and management personnel shall attend a POST approved Media 
Relations training class. 


Professional Associations 
Public Information Officer Associations 


The P.1.O. shall participate in and support professional associations and organizations 
comprised of PIO's from other public and private agencies. 


Law Enforcement/Media Associations 

The PIO shall participate in regional law enforcement/media associations. 
Procedures 

Media Credentials 


LAWA Police shall acknowledge representatives from recognized media organizations who 
carry and/or display photographic identification issued by their employer and LAPD or LASD. 


Media Inquiries 
LAWA Police shall respond to all media inquiries in a timely and professional manner. During 
normal business hours, media inquiries shall be directed to the PIO. After hours inquiries of a 


routine nature shall be directed to the Media Relations after hour’s pager number (310) 523- 
8994. 
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Interviews 


The PIO shall be responsible for assisting the news media by conducting interviews 
himself/herself or coordinating interviews with other qualified LAWA Police personnel. 
Employees contacted directly by the media shall direct the media to contact the PIO for any 
interview requests. 


Note: All conversations with members of the news media should be considered “on the record” 
and subject to being quoted. 


News Release 


All news releases shall be written by the PIO or Media Relations staff and submitted to the Chief 
of Airport Police or designee for review and approval prior to dissemination. 


News Conferences 


News conferences shall only be held upon approval by the DED and Chief of Airport Police and 
are generally held in connection with major events of concern to the community. 


General Guidelines Regarding Access to Crime Scenes and Critical Incidents Pursuant to Penal 
Code Section 409.5(d), authorized and bona fide members of the media shall be provided 
access to scenes of disasters, criminal investigations, emergencies and other law enforcement 
activities. The following guidelines shall be adhered to: 


The PIO, with approval of the Incident commander, may grant closer access to news personnel 
and their equipment, to the degree that it does not interfere with law enforcement operations. 
The media representative shall produce valid press credentials that shall be prominently 
displayed at all times while in areas normally closed to the public. 


Media representatives may be prevented from interfering with emergency operations and 
criminal investigations. 


Officers shall ensure that the media respect the established perimeter. Members of the media 
shall receive no less access to an incident scene than members of the general public. 


Officers shall not prohibit the media from newsgathering practices, including photography and 
interviews, outside the established perimeter. 


Per Government Code Section 3303(e), no LAWA Police employee shall be subjected to media 
visits or interviews without the consent of the involved employee. 


News media representatives shall not be prevented from access to any area solely because of 
the possibility of their injury or death. If this is the only consideration, the Incident commander 
shall advise the media representative of the danger and allow the media representative to make 
the decision to enter on his or her volition. 

At crime and critical incident scenes: 


Only the PIO shall release information to the news media. 
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A media briefing area shall be established as close to the scene as safety and operational 
requirements allow. 


The PIO shall work in close cooperation with the media to ensure that live broadcasts do not 
disclose any information that could endanger law enforcement personnel or the general public. 


Public Records 

The PIO and all sworn personnel shall ensure that restricted information is not released to the 
media. Information shall be released upon approval of the DED, Chief of Airport Police or any 
Assistant Chief. Examples of such restricted information include, but are not limited to the 
following: 

Confidential LAWA Police Officer information. 

The identities of officers involved in shootings or other major incidents may only be released to 
the media pursuant to consent of the involved officer or upon a formal request filed and 
processed in accordance with the Public Records Act. 


Copies of traffic collision reports (except to the involved parties and their authorized 
representatives) per California Vehicle Code Section 20012. 


Information which would tend to endanger the safety of any individual or jeopardize the 
successful completion of any ongoing investigation 


Information pertaining to pending litigation involving the LAWA Police or any Division of LAWA. 
Information obtained in confidence. 


Any information which is otherwise privileged or restricted under state or federal law per 
California Government Code Section 6254(k). 


Access to Suspects 


Suspects or accused persons in custody shall not be posed or made available for media 
interviews by any member of the LAWA Police. 


Joint Investigations/Other agency Involvement 


In a multi-jurisdictional investigation, the lead investigative law enforcement agency is 
responsible for providing or coordinating the release of public information. The P.1.O. or 
designee for the lead agency will share that information with all involved agencies in advance of 
public dissemination. 


Alternate Methods to Disseminate Information 
Authorized LAWA Police personnel shall utilize alternative methods to disseminate information 
directly to the public. This includes, but is not limited to, community newsletters, government 


access cable television shows, web sites, public appearances by agency members, and 
bulletins boards. 
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5/10.7 Media Ride Alongs 


Media ride-alongs shall follow procedures as outlined in Section 8/7.2. 
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6/1 Uniform Policy 
6/1.1. Reason for Uniforms 


Sir Robert Peel, Founder of the London Metropolitan Police, and considered the father of modern police 
practices, established that police forces should be formed along "quasi-military" lines, including the 
wearing of uniforms and badges of authority. The uniform's purpose is to establish the clear 
identification of the officer and his authority. In addition, the uniform is intended to establish a 
professional and respected image, which in itself contributes to the primary mission of the police. This 
rationale applies to the modern police force and is the basis for current uniform policy. 


Many issues involving the safe and effective execution of a police officer's duties relate to the proper 
wearing and use of the uniform and various field equipment. By establishing policy, the LAWA Police is 
fulfilling its obligation to provide guidance in the interest of its employees to conduct themselves in a 
safe and efficient manner. 
6/1.2 Uniforms Required 
Persons in the following classifications shall maintain uniforms, as specified by this policy, in a clean 
and serviceable condition at all times. The uniform shall be immediately available, should the employee 
be required to perform uniformed duties at any time. 
A. Deputy Executive Director of Airport Law Enforcement & Protection Services 

Airport Police Chief 


B 

C. Airport Police Assistant Chief 
D Airport Police Deputy Chief 
E 


Airport Police Captain 


a 


Airport Police Lieutenant 

G. Airport Police Sergeant 

H Airport Police Officer 

I. Airport Safety Officer 

J. Principal Security Officer 

K. Senior Security Officer 

L. Security Officer/Traffic Officer 

M. Communications Section Personnel 

NOTE: All sworn personnel shall maintain a Class A uniform in their locker at all times. 


6/1.3 Basic Uniform Specifications 
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Unless otherwise authorized by the Chief of Airport Police, the following items shall constitute the 
authorized uniform for all employees in the above classes. 


Cap 
Jacket 
Shirt 
Belt 
Trousers 
Shoes 
Socks 


A. Cap 
Sworn Uniformed Personnel 
Black visor and band with navy blue serge crown. 


Non-Sworn Uniformed Personnel 


° SACU Officers - Black visor and band with dark green wool crown. 
° TCU Officers - Tan straw campaign hat 
° Security Officers assigned to LAWA/ONT - Optional cold weather hat, Faux Fur Trooper Cap, 


Brown, item#HW268. 


Note: The cold weather hat is an optional uniform item and will be purchased by the officer with 
his own personal funds. 


1. Cap piece 
The cap shall have an issued hat piece. 
2. Strap 


A black vinyl/leather strap shall be worn above the visor for Security Officers and Police 
Officers. All supervisory personnel shall wear a yellow metal strap. 


Traffic Control Officers shall wear a silver cord on their campaign hats. Supervisory personnel 
shall wear a gold cord. 


3. Buttons 


The strap on all caps shall be affixed with two yellow metal buttons. The buttons shall have the 
letter "P" imprinted in the metal. 


4. Wearing 


a. Sworn/Security Officer (SACU) Uniformed Personnel 
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The wearing of the uniform cap is optional with the following exceptions. 
The wearing of the uniform cap is mandatory when: 
At inspections, ceremonies, funerals and other formal events. 


An officer is working an assignment in which his primary function is crowd control (e.g., parades, 
dignitary arrivals/departures). 


As determined by the officer-in-charge in those situations in which immediate recognition is 
necessary for officer safety. 


As determined by commanding officers when circumstances are such that the wearing of the 
cap is appropriate. 


Traffic Control Officers 
Traffic Control Officers shall wear a tan, straw campaign hat while on duty. 


Security Officers - LAWA/ONT The optional cold weather hat may be worn whenever the 
temperature at LAWA/ONT drops below 40 degrees. 


Jacket 


The wearing of a uniform jacket shall be optional. Whenever a uniform jacket is worn, a tie or 
optional dickey shall be worn. 


Field Jacket - Heavy 

Sworn Uniformed Personnel 

A black Dacron polyester jacket with lining. Wearing of the simulated fur collar is optional. Non- 
Sworn Uniformed Personnel A green jacket with removable liner, which meets LASD 
specifications. Wearing of the simulated fur collar is optional. 

Field Jacket — Light 

Sworn Uniformed Personnel 

A black Dacron polyester jacket, with removable lining. 

Non-Sworn Uniformed Personnel 

A green jacket, windbreaker style, which meets LASD specifications. 

Shirt 


All uniform shirts shall be neatly tailored and worn with military creases. 


Class A - Long Sleeve 
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Sworn Uniformed Personnel 

The uniform shirt shall be navy blue serge, wool or polyester. 

Non-Sworn Uniformed Personnel 

The uniform shirt shall be tan, Dacron/wool, and must meet LASD specifications. 


The Class A long sleeve shirt may be worn with or without a tie at the discretion of the 
employee, except on occasions where the wearing of a tie is mandatory (refer to Part H). 


Class B - Short Sleeve 
Sworn Uniformed Personnel 


Same as Class A except sleeves shall be hemmed above elbow. Top collar button shall be 
unfastened. 


Non-Sworn Uniformed Personnel 


Same as Class A except sleeves shall be hemmed above elbow. Top collar button shall be 
unfastened. 


Undershirt 

Black or white crew neck undershirts may be worn under the Class B uniform shirt. 
Buttons 

The buttons on the epaulets and breast pockets shall be yellow metal with the letter "P." 
Trousers 


All uniform trousers shall be neatly tailored and worn with military creases. Sap pockets shall be 
optional. 


Class A and B 

Sworn Uniformed Personnel 

Uniform trousers shall be made of navy blue serge, wool or polyester. 

Non-Sworn Uniformed Personnel 

Uniform trousers shall be made of green 55% Dacron/45% wool, meeting LASD specifications. 
Tailoring 

The length of the trouser cuff shall be tailored so that there is no observable fold or break in the 


front crease, nor shall any part of the sock be visible when the wearer is standing. The cuff shall 
be finished with a sewn (hemmed) edge without cuffs. 
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The cuff shall be worn outside of the shoe or boot with the rear bottom edge no more than three 
inches nor less than two inches from the floor when standing. The cuff may be tailored with a 
slight angle to improve appearance; however the trouser leg shall be finished with a straight 
taper, and shall not be pegged or flared. 

Footwear 

Shoes and socks shall be worn with the uniform at all times. 

Shoes 

Uniformed Personnel 

Uniform shoes shall be natural or synthetic smooth leather oxfords, plain toe with no stitching or 
ornamentation with black color nylon or material lacing. Only hightop or "Chukka" styles are 


authorized. Shoes shall display a polished black finish. Soles must be made of rubber or leather 
with 1 1/4" max. heel. 


Non-Sworn Uniformed Personnel 

In addition to the above uniform shoes, Rocky brand SlipStop Oxfords (Model #2034-1 for 
males and Model #234 for females) and Converse Model C8165 Athletic Oxford Work Shoes 
are approved for duty use. 

Boots 

Uniform boots may be worn for field assignments. Boots shall be natural or synthetic leather, 
plain round toe with no stitching or ornamentation with black color nylon or material lacing. 
Buckles or zippers shall not be visible when standing. Fabric or "Cordura" material may be worn 
at the ankle and above. Boots shall display a polished black finish. 


Note: Boots shall not be worn with the Class A uniform during formal inspections, funerals, 
ceremonies and other formal events. 


Socks 


Socks worn with the uniform shoe shall be black or dark navy blue in color. The sock length 
shall be sufficient to cover the leg when sitting. 


White socks may be worn for medical or other reasons, either beneath authorized socks or with 
boots, which completely conceal them from view. 


Trouser Belt 

A black leather, reversible, non-reversible or double prong hook style shall be worn. A basket 
weave pattern shall be imprinted on the exposed surface. A black nylon belt with velcro liner 
may also be worn with the nylon duty belt. 


Tie 
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The tie worn with the uniform shirt shall be tied with a double windsor knot with a clip on device 
so that it breaks away from the neck. The tie shall have a dull black finish. It shall be no more 
than 2 3/4" nor less than 2 1/2" at the widest point, and shall be of such a length that the end is 
no more than 3" nor less than 1" above the trouser belt. The tie may be worn with the Class A 
shirt. A tie shall be worn during formal inspections and ceremonial events (i.e. - Funerals, Award 
presentations, etc.) or when mandated by the Chief of Airport Police. 

Tie Bar 


When the tie is worn, it shall be secured to the shirt with a yellow metal tie bar, 1/4" x 2". The tie 
bar shall be worn horizontally at the level of the bottom points of the shirt pocket flaps. 


Traffic Control Unit Uniformed Personnel 

While on duty, Traffic Control Unit uniformed personnel shall wear the following: 
A tan, straw campaign hat; 

White dress gloves; and, 

An issued safety reflective vest. 

Security Access Control Unit (SACU) Uniformed Personnel 


SACU officers are authorized to wear the SACU baseball cap on-duty during inclement weather 
conditions for Post 1 through 5 and 7 as well as the Inspection Stations. 


Badges and Insignias 

Badge 

Wearing of Badge 

On Duty 

All uniformed employees shall wear a current LAWA Police issued badge appropriate to their 
position on the left breast of the outer most article of clothing. The badge shall be affixed to the 


badge holder over the left pocket. The badge shall be visible and unobstructed when worn. 


If the uniform has no badge holder or has a badge stenciled or embroidered on the shirt, the 
issued metal badge shall be worn on the equipment belt in front of the firearm holster. 


Note: Uniformed personnel wearing an issued safety reflective vest are exempt from this 
section. 


Off Duty 
Sworn employees, while in civilian clothes and off duty, shall affix their official police badge to 


their outer garment when present at a crime scene or police activity where identification as a 
police officer is necessary. 
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Issuance of Badges 

Logistics Unit - LAX/LAWA or Field Support Unit - ONT/LAWA shall: 
Be the custodian and record keeper of all badges; 

Be responsible for the issuing, ordering, and delivery of badges; 


Be responsible to recall any and all badges of persons, who have transferred retired or have 
been terminated from LAWA Police. 


No employee shall issue any badge except to persons lawfully entitled thereto under this 
section. 


No employee shall issue to any person whomsoever any badge calculated to indicate that the 
holder is a member of or connected with the LAWA Police. 


Employees shall not permit any other person to use their issued badge for any other purpose. 
Manufacture of Badges 


No person shall manufacture, make, sell or transfer any badge without written authorization of 
the Chief of Airport Police. 


Purchased badges may be only be delivered to the Chief of Airport Police or his designee by the 
manufacturer. 


The manufacturer of said badges may only manufacture that number of badges authorized by 
the Los Angeles World Airports. 


Return of Badges 

All Sworn and Non-Sworn badges shall be the property of the City of Los Angeles and shall at 
no time become the personal property of any individual. When a person transfers from the 
LAWA Police, is terminated or retires, it shall be the employee’s duty to return the badge. 

If the employee fails to return said badge after written notification to do so, the Chief of Airport 
Police may take appropriate action to seize said badge or bill the employee for the cost of 
replacing said badge. 

Authorized Possession of Badges 


No person shall have in his/her possession any badge, which has not been lawfully issued to 
him by the LAWA Police. 


No person shall possess any such badge after his/her right to use such badge has been 
terminated. 


The Chief of Airport Police may take appropriate action to confiscate any currently issued badge 


and or obsolete badge from any person not lawfully authorized to be in possession of such 
badge. 
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Misuse of Badge 
No employee shall use his/her badge for personal gain or any other unlawful purpose. 
Lost or Stolen Badges 


If in the event an employee’s badge is lost or stolen, that employee shall notify their immediate 
supervisor and make a Lost/Stolen Badge Report. The Chief of Airport Police will then insure 
that the Lost/Stolen badge is entered into the law enforcement nationwide computer network as 
a lost/stolen badge. 


Flat Badge - Request To Purchase 


The purpose of a flat badge and holder is to provide an off-duty plainclothes sworn peace officer 
the means to quickly identify himself/herself as a peace officer to other peace officers whenever 
any type of enforcement action is taken. 


Sworn officers desiring to purchase a flat badge shall: 


Submit an Employee’s Report to the Chief of Airport Police requesting a letter authorizing 
purchase of a flat badge, including his/her serial number and badge number. 


Upon receiving the letter, make arrangement for ordering the badge from the current contract 
badge manufacturer. 


Officers in possession of a flat badge who leave the LAWA Police for whatever reason shall turn 
in their flat badge to Operations and Materials Unit. 


If the employee fails to return said badge after written notification to do so, the Chief of Airport 
Police may take appropriate action to seize said badge or bill the employee for the cost of 
replacing said badge. 


Badge Patch 


A badge patch appropriate to the employee's position may be worn on the duty jacket on the left 
breast. 


Name Plate 


All uniformed employees shall wear a nameplate. The nameplate shall be yellow metal, 5/8" x 2 
1/2", with black lettering in 1/4" print, all capitals. The employee's last name shall be mandatory, 
with the option of one or two initials preceding the last name. No other wording shall appear on 
the name plate. The nameplate shall be worn on the flap of the right breast pocket of the outer 
most article of clothing, centered with the top edge parallel with and touching the lower stitch 
line at the top of the flap. 


A cloth nametag, black, 1" high with 1/2" gold colored, may be worn in place of the nameplate 


on the field jacket. The tape shall be of a length equal to the pocket flap, sewn centered 
immediately above the right pocket flap. 
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Patches 


All uniformed employees shall wear multi-color shoulder patches, as issued by the Division; 
appropriate to the position held (sworn uniformed officer/non-sworn uniformed officer). 


Shoulder patches shall be worn centered on each shoulder, with the top edge 1/2" from the 
seam of the shoulder of the uniform shirt or jacket. 


Jacket and other outer garment patches shall match the color of the uniform class being worn 
by the employee. 


Only authorized issued patches shall be worn by uniformed personnel. The wearing of 
unauthorized patches is prohibited. 


Rank Insignias - Non-Sworn Uniformed Personnel (SACU/Traffic Unit) 
Training Officer 


Cloth two stripe chevron. Yellow with black border. Worn centered on each sleeve 1/2" below 
shoulder patch. 


Senior Security Officer (Sergeant) 


Cloth three stripe chevron. Yellow with black border. Worn centered on each sleeve 1/2" below 
shoulder patch. 


Sworn 
Airport Police Officer III 


Cloth two stripe chevron. Blue stripe on yellow background with black border. Worn centered on 
each sleeve 1/2" below shoulder patch. 


Detective 

Cloth two stripe chevron with diamond centered between the bottom of the chevrons. Blue stripe 
on yellow background with black border. Worn centered on each sleeve 72” below shoulder 
patch. 


Sergeant 


Cloth three stripe chevron. Blue stripe on yellow background with black border. Worn centered 
on each sleeve 1/2" below shoulder patch. 


Assistant Watch Commander 


Cloth three stripe chevron with rocker stripe on the bottom. Blue stripe on yellow background 
with black border. Worn centered on each sleeve 1/2" below shoulder patch. 


Lieutenant 
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Single collar bar, yellow metal (A/F 2nd Lt.). Worn centered on collar parallel with and 3/4" from 
the front edge of the shirt collar. On each shoulder of the field jacket, a single bar shall be 
placed with the outer edge, 5/8" above and parallel with the sleeve seam. The bar shall be 
centered over the shoulder seam. 


Captain 


Double collar bars, yellow metal. Worn centered on collar parallel with and 3/4" from the front 
edge of the shirt collar. On each shoulder of the field jacket, double bars shall be placed with the 
outer edge, 5/8" above and parallel with the sleeve seam. The bar shall be centered over the 
shoulder seam. 


Deputy Chief 


Two yellow metal stars shall be affixed to each side of the shirt collar. One point of each star 
shall point upwards. The stars shall be centered between the top and the bottom of the collar. 
The center of the first star shall be 1" from the front edge of the collar. On each shoulder of the 
jacket, the stars shall be placed parallel with and centered on the shoulder seam with one point 
of each star pointed towards the rear. The center of the outer star shall be 1" above the sleeve 
seam. 


Assistant Chief 


Three yellow metal stars shall be affixed to each side of the shirt collar. One point of each star 
shall point upwards. The stars shall be centered between the top and the bottom of the collar. 
The center of the first star shall be 1" from the front edge of the collar. On each shoulder of the 
jacket, the stars shall be placed parallel with and centered on the shoulder seam with one point 
of each star pointed towards the rear. The center of the outer star shall be 1" above the sleeve 
seam. 


Chief 


Four yellow metal stars shall be affixed to each side of the shirt collar. One point of each star 
shall point upwards. The stars shall be centered between the top and the bottom of the collar. 
The center of the first star shall be 1" from the front edge of the collar. On each shoulder of the 
jacket, the stars shall be placed parallel with and centered on the shoulder seam with one point 
of each star pointed towards the rear. The center of the outer star shall be 1" above the sleeve 
seam. 


Deputy Executive Director of Airport Law Enforcement & Protection Services 

Five yellow metal stars shall be affixed to each side of the shirt collar. One point of each star 
shall point upwards. The stars shall be centered between the top and the bottom of the collar. 
The center of the first star shall be 1" from the front edge of the collar. On each shoulder of the 
jacket, the stars shall be placed parallel with and centered on the shoulder seam with one point 
of each star pointed towards the rear. The center of the outer star shall be 1" above the sleeve 
seam. 

Identification 


Every on duty uniformed employee shall carry upon their person the following identification: 
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Department issued Police Officer or Security Officer identification card. 

Airfield Identification. 

Valid California Driver’s License. 

Service Stripes 

For each five years of service with the LAWA Police, uniformed employees shall wear one 
service stripe on the uniform shirt (Class A). The stripe maybe worn six months prior to the 


anniversary date. 


Note: Sworn officers with previous law enforcement experience who become LAWA Police 
officers shall be allowed to wear service stripes reflecting that experience as outlined above. 


Sworn Uniformed Personnel 

Service Stripes shall be blue on yellow with a black border and backing, 1/4" wide by 2" long. 
Service Stripes shall be sewn on the lower left sleeve of the uniform shirt with the lower edge of 
the bottom stripe one half inch above the top edge of the cuff. The entire stripe shall be in front 
of the center press of the sleeve. 

Non-Sworn Uniformed Personnel (SACU/Traffic Unit) 

Service Stripes shall be yellow with a black border and backing, 1/4" wide by 2" long. Service 
Stripes shall be sewn on the lower left sleeve of the uniform shirt with the lower edge of the 
bottom stripe one half inch above the top edge of the cuff. The entire stripe shall be in front of 
the center press of the sleeve. 

Specialized Assignment Insignia 

Collision Investigation Emblem 


Officers who have completed Intermediate Traffic Collision Investigation training and are 
assigned Traffic Collision Investigation duties shall wear the Collision Investigation Emblem. 


Pins 


Only pins distributed by, awarded to, or authorized by LAWA or the LAWA Police shall be worn 
by on-duty uniformed personnel. Pins authorized for uniformed personnel are: 


Service Pin 
Perfect Attendance Pin 


Note: Only one of the above pins shall be worn on the right pocket flap, upper right side 
centered from the upper and lower edge. 


10851 Pin 
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Officers shall wear the 10851 pin on the lower left corner of the right pocket flap of the uniform 
shirt (Refer to LAWA Police Manual Section 3/9.2). 
10851 Master Award Pin Bar 


Officers shall wear the 10851 Master Award pin bar on the lower left corner of the right pocket 
flap of the uniform shirt (Refer to LAWA Police Manual Section 3/9.2). 


Note: The 10851 Pin shall not be worn in conjunction with the 10851 Master Award Pin Bar. 
K-9 Pin 


A yellow metal "K-9" pin shall be worn on the uniform shirt. It shall be worn on the right breast 
pocket in the upper left corner of the pocket flap. 


Note: The K-9 Pin shall not be worn in conjunction with the 10851 Pin or the 10851 Master 
Award Pin Bar. 


LAWA Police issued Firearms Proficiency Recognition Award 


The Firearms Proficiency Recognition Award shall be worn on the outside flap of the left pocket 
of the uniform shirt, near the upper right side seam (Refer to Section 7/3.3). 


Flag Pin 


LAWA Police uniformed personnel may wear a miniature enameled American Flag pin on their 
uniform. The pin is to be worn on the uniform left breast pocket flap, 1/2 inch from the left edge 
and centered from the upper and lower edge. 


Equipment Belt 
Equipment Belt - Specifications 


All uniformed personnel assigned to field duty shall wear an authorized equipment belt (Sam 
Browne), The belt shall be black nylon with a basket weave pattern, equivalent or superior to the 
Bianchi Accumold Elite duty belt, black ballistic nylon equivalent or superior to the Bianchi 
Accumold ballistic duty belt or black leather with a basketweave pattern, 2 4” wide. The belt 
may be secured by either a chromed frame buckle or Velcro. 


The belt shall have a clean, polished finish. Small build employees may wear an optional "Sally 
Browne" equipment belt of a narrower width. 


Note-The black nylon with basketweave pattern and the ballistic nylon equipment belt and 
accessories are optional duty equipment, to be purchased by the officer, unless required by the 
officer's primary assignment, in which case it may be provided. 

Required Equipment - Police Equipment Belt 

All equipment carriers shall be black nylon with a basket weave pattern, black ballistic nylon or 


black leather with a basketweave pattern. All fasteners on the equipment belt and items 
authorized for wear with the belt shall be equivalent or superior to Bianchi Accumold Elite or 
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Accumold Ballistic duty equipment, with either hidden fasteners or Velcro or black leather with a 
basketweave pattern. All equipment carriers shall be kept clean and polished. 
Note: Duty belts and accessories may be constructed of different materials if they match (i.e.- 
Nylon belt with basket-weave pattern can be worn with leather basket-weave accessories). In 
the case of basket weave, all items must have the same appearance (i.e. if one item is high 
gloss, all items must be high gloss). All hardware on nylon equipment must be hidden, Velcro or 
subdued, no chrome snaps to be visible. 
Belt Keepers 


The equipment belt shall be worn over and secured to the trouser belt with four belt "Keepers" 
or Velcro in such a manner the trouser belt is completely covered except the top edge. 


Holster - Sworn Only 

A holster, approved by the Department Range Master, shall be worn on the side for which it was 
designed. Cross draw holsters are not approved. The holster shall be worn to the side and in 
line with or slightly forward of the trouser seam. (See Firearms Policy for approved holsters and 
firearms.) 

Note: Tactical ballistic thigh holsters are restricted to ESU and Canine Unit officers at 
LAWA/LAX and to Narcotic Task Force and Canine Unit officers at LAWA/ONT only and will not 
be worn by other LAWA Police personnel. 

Reserve Ammunition Carrier - Sworn Only 


Shall be worn on the side opposite the holster and centered between the buckle/fastener and 
the baton holder. (See Firearms Policy for approved ammunition and carriers.) 


Baton and Holder 

Shall be worn on the opposite side of the belt from the radio. 

Note: Refer to Section 7/5.5 for baton specifications and training requirements. 
Chemical Agent 


Officers shall carry the chemical agent and carrier issued by the Department. No other chemical 
agent or carriers are authorized. 


Chemical Agent shall be worn on the equipment belt immediately forward of the baton holder. 
Handcuffs and Case 

Handcuffs issued or approved by the Department Range Master shall be carried on duty 
(Peerless or Smith & Wesson). A single handcuff case shall be worn on the rear of the 
equipment belt, centered over the hip pocket opposite the side the holster is worn on. Two 


handcuff cases may be worn, one centered over each rear hip pocket, by sworn uniformed 
officers. A handcuff key shall always be in the officer’s immediate possession. 
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Key Ring 


Must be of a type, which covers the keys or allows keys to be placed in pocket to eliminate 
noise or reflection (No open key rings on equipment belt). 


Radio and Radio Carrier 

Radio Issuance Procedures 

Logistics Unit, LAWA/LAX or Field Support Unit, LAWA/ONT, shall issue all sworn and non- 
sworn uniformed personnel a hand-held radio. The radio serial number shall be recorded on the 


Issue and Turn-In Record form. 


Sworn and non-sworn uniformed personnel are responsible for the radio assigned to them. 
Trading radios with other employees is prohibited. 


Radios in need of repair shall be returned to Logistics Unit, LAX/LAWA or Field Support Unit, 
ONT/LAWA, personnel or the on-duty Watch Commander during off- hours. A loaner radio shall 
be issued to the employee until the assigned radio is repaired and returned. 

Logistics Unit, LAX/LAWA or Field Support Unit, ONT/LAWA, shall be responsible for updating 
radio serial numbers for the CAD system, and coordinating this update with Information 
Technology Division. 

Radio Carrier 


Department radios shall be carried in a radio carrier, which provides support to the battery and 
case. 


The radio may be carried anywhere on the belt that it can be heard and does not interfere with 
the use of other equipment. 


Shoulder Microphones 
Shoulder microphones shall be issued and utilized by all uniformed personnel while on-duty. 
Storage 


Division-issued radios and related equipment shall be stored in the employee's assigned locker. 
Taking Division-issued radios home is prohibited. 


Exemption: Command Staff personnel and employees with Home-Garaging Authority are 
exempt from this prohibition. 


Employee Responsibilities 
Sworn and non-sworn uniformed employees, while on- duty, shall: 
Have a functioning radio on their person at all times; 


Ensure the radio is turned on and the radio is switched to the proper channel; 
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Check that the radio's battery is charged; 
Ensure the radio is in good working order and sent for repairs, if needed; 
Monitor their radio at all times, including when they are on approved rest periods and lunch; 


Respond to emergency or non-emergency radio calls directed to them at all times, including 
when they are on approved rest periods and lunch. 


Flashlight and Holder 


Carrying of a flashlight is mandatory at all times. Flashlights shall be black metal or plastic and 
may not exceed 15" in length. 


Note: The LAWA Police will supply D cell batteries to officers carrying D cell flashlights. 
Hobble Restraint Device 

Black 1" wide polypropylene strap with a bronze snap- hook at one end and a steel friction 
locking clip at the other. The hobble restraint device shall be carried either on the key ring 


holder of the officer's equipment belt or in the sap pocket of the uniform trousers or ina LAWA 
Police approved carrying case. 


Knife - Sworn Only 


Refer to Section 6/1.10 (Edged Instruments and Tools) for knife policy, specifications and 
manner of carry. 


Issued Cellular Telephones 


LAWA Police personnel who are issued a City owned cellular telephone shall carry the 
telephone fully charged and activated while on duty. 


Exception: Cellular telephones may be deactivated when tactical considerations dictate that an 
activated cellular telephone could be an officer safety issue. 


Note - Refer to Section 5/8.7 for Use of Cellular Telephones While on Duty. 
CPR Face Mask 


Uniformed employees successfully completing a mandatory, LAWA Police-approved CPR 
training class shall be issued a CPR resuscitation mask, approved by the Department. The 
issued face mask shall be carried by the employee on his/her uniform or readily accessible for 
use by the employee (i.e. - Patrol bag). The employee is responsible for maintaining the 
equipment as issued and requesting replacement of the resuscitation mask after being used 
upon a victim in the field or upon being damaged. 


The only Department approved CPR masks are the Dyna Med Model #RO 007 CPR mask with 
One-Way Valve and the AmBu Res-Cue Mask. 
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Uniformed employees who have successfully completed the CPR training may purchase a nylon 
CPR mask holder, black in color, for the Dyna Med or AmBu res- Cue Mask, to carry the mask 
on their duty belt. 


Note: Mask carriers are only constructed of black nylon material and may be worn on black 
basketweave nylon or leather duty belts. 


Miscellaneous 
Sweater 


Officers assigned to station duties may wear a navy blue cardigan sweater over the uniform 
shirt. The sweater shall not be worn outside the station. 


Dickey 


Officers may wear a navy blue knit dickey under the shirt collar in lieu of a tie for field duty. A tie 
shall be worn for all formal occasions or when specified by a supervisor. 


Gloves 

Standard Glove 

Officers may wear black leather gloves. The glove shall be plain, without pattern or design. The 
glove shall cover the complete hand and all fingers. No fabric webbing or open fingers shall be 
permitted. The glove shall be of a thickness so as not to interfere with the officer’s efficient 
handling of safety equipment. 


Dress Glove 


When specified for formal occasions or when TCU officers are on duty, plain white fabric gloves 
should be worn. (Refer to Section 6/1.3.H). 


Work Glove 


During field assignments involving the handling of debris or other jagged materials officers shall 
wear department issued work gloves, leather or canvas. 


Note - For information regarding rubber/latex gloves, refer to Section 11/6.4 - Handling of 
Evidence and Crime Scene Conduct. 


Whistle and Chain 

Whistle. Shall be either black plastic or yellow metal with a small wood or cork ball in the barrel 
shaped chamber providing a shrill-rolling noise. It shall have an eyelet and metal ring centered 
on the exterior surface of the barrel chamber allowing attachment of a chain. 

A whistle shall be carried by all uniformed personnel assigned to traffic duty. 

Chain. (Optional) The whistle chain worn by all ranks shall be yellow metal, 15 3/4" in length not 


including attachments. The chain shall have flat, curved, soldered links. 
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Wearing of Mourning Band on Badge 


Members of the LAWA Police may wear a black Mourning Band horizontally on the badge at a 
level equal to and across the City Seal under the following circumstances: 


When a member of the LAWA Police dies from injuries sustained in the line of duty. The band 
shall be worn from the time of death through the date of the funeral. 


When a member of the LAWA Police dies from causes outside the line of duty. The band may 
be worn on the day funeral services are held. 


When the LAWA Police is officially notified by a Law Enforcement agency, located within the 
City or County of Los Angeles, that a member of their organization has died in the line of duty. 
The band may be worn from the time of death through the date of the funeral. 

When the LAWA Police is officially notified by a State of California Law Enforcement agency, 
located outside the County of Los Angeles, that a member of their organization has died in the 
line of duty. The band may be worn on the day of the funeral only. 

Members of the LAWA Police may wear a mourning band: 

On Police Memorial Day (May 15); 

On any other occasion when approved by the Chief of Airport Police. 


Mourning Bands shall be made of black elastic material approximately 1/2 " wide. Black tape 
shall not be used. 


Wearing of Ballistic Vest 

Sworn and non-sworn uniformed officers are issued ballistic vests by the LAWA Police, which 
are designed to be worn under the officer’s uniform shirt. The ballistic vest may be worn at the 
discretion of the officer. However, officers may be ordered to wear their ballistic vests, at the 
discretion of the Chief of Airport Police. 

Officers who wish to purchase a ballistic vest for duty use from another manufacturer or 
upgrade the model of vest from the LAWA Police vendor may do so using personal funds. 
However, the vest must meet or exceed the minimum standards of the issued vest. 

Traffic Vests 


Traffic Officers shall wear an issued safety reflective vest while on duty. (Refer to Section 
6/1.3.H). 


Raincoats 


Officers shall be issued double-sided rain jackets. The yellow or orange side shall be worn exposed 
whenever a uniformed officer is assigned to traffic or other assignments requiring high visibility for 
safety reasons. Otherwise, wear with either side exposed is optional. 
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6/1.7 Uniform Committee 


Many issues involving the safe and effective execution of a LAWA Police employees' duties relate to 
the proper wearing and use of the uniform and various field equipment. By establishing a Uniform 
Committee, the LAWA Police is better able to evaluate required equipment and its worthiness. In 
addition, matters of personal appearance standards should also be addressed by the Committee. This 
enables a cross section of personnel to have an active input into the LAWA Police's uniform policy. 


The Uniform Committee shall meet quarterly or on an as need basis at the discretion of the 
Chairperson. 


A. Policy 
All issues related to uniforms, related equipment and personal appearance standards shall be 


reviewed by the Uniform Committee. The findings of the Committee shall be submitted in the 
form of recommendations, to the Chief of Airport Police. 


B. Procedure 

1. Members of the Committee shall consist of the following LAWA Police Personnel: 
a. Commander, Professional Standards Section (Chairperson) 

b. Patrol Services Section Day Watch Commander 


C: Training Unit O.1.C. 


d. Day Watch Field Training Officer 


e. Principal Clerk (Participates on personal appearance issues for non-uniformed civilian 
personnel). 
f. Traffic Control Unit (TCU) OIC or a Principal Security Officer designee 


g. Security Access Control Unit (SACU) OIC or a Principal Security Officer designee 
h. A representative from Ontario Traffic/Security (Participates on an as-need basis) 
i. Comm. Unit Principal Communications Operator 
j. Manuals and Orders Unit O.1.C. 
kK. A representative from Ontario Safety Division 
I. A representative from Van Nuys Airport Police 
m. Any Captain or Assistant Chief who would like to attend the meeting 
Note - Uniform Committee meetings may be attended by employee group representatives. 


2. Agenda Procedures 
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Employees who wish to make a presentation to the Uniform Committee shall submit an 
Employee's Report, no later than one week before the Uniform Committee meeting, addressed 
to the Chairperson via chain of command. The report must outline the product to be presented, 
any vendor representatives that will be present, and an estimation of the time needed for the 
presentation. Those who fail to follow this procedure will not be placed on the agenda. 


3. Meeting Protocol 
The Chairperson or designee shall draft an agenda for the meeting. Upon completion of a 
presentation, a decision will be made to either submit a recommendation to the Chief about the 


product, request more information from the vendor, or reject the recommendation. 


Upon completion of all presentations, the Chairperson may declare an open forum for 
discussion of future presentations. 


6/1.8 Off-Duty Wearing of LAWA Police Uniform 

LAWA Police personnel shall not wear an official LAWA Police uniform, while off-duty, without obtaining 
prior approval from their Commanding Officer. Permission may be granted to wear the uniform off duty 
if the representation of the LAWA Police, signified by the wearing of the uniform, is determined to be in 
the best interest of the LAWA Police. 

Employees who wish to wear their uniform off-duty shall submit an Employee's Report to their 
Commanding Officer. The Commanding Officer, or designee, shall review the circumstances of the 
request and approve it if deemed appropriate. 


For purposes of this policy, a uniform is defined as clothing and equipment specified in Sections 6/1.3, 
6/1.4, 6/1.5, 6/3.1 and 6/3.3. 


This policy shall not prevent employees from wearing their uniform between their residence and work 
location, provided a jacket or sweater is worn to cover the uniform shirt. 


6/1.9 Plainclothes Officers-Equipment 
A. Required Equipment 


Officers assigned to plainclothes duty shall carry the following equipment: 


1. LAWA Police approved firearm, as specified in Section 7/2.1; 

2. Spare ammunition, as specified in Section 7/2.14.B; 

3. LAWA Police issued badge or flat badge and Police identification card, as specified in Section 
6/1.4.A.8; 


4. Handcuffs and key, as specified in Section 6/1.5.A.6; 
Exception: Officers detailed to undercover duty wherein it is necessary to conceal their identity 


as officers may be excused by their Commanding Officer from the provisions of all or part of this 
section. 
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Optional Equipment 

Officers assigned to plainclothes duty may carry the following optional equipment: 
Hobble Restraint Device; 

Disposable plastic handcuffs; 

Collapsible baton, if training requirements are met as specified in Section 6/1.5.A.4.a; 
Flashlight; 

LAWA Police approved Chemical agent canister, as specified in Section 6/1.5.A.5; 


Note: Smaller pocket-sized chemical agent canisters are available from Operations and 
Materials Unit, LAX/LAWA or Field Support Unit, ONT/LAWA. 


Radio, with or without the shoulder microphone attached; 
Pen or pencil, officer's notebook and Field Interview cards. 
Clothing Standards for Plainclothes Officers 


While in public view and away from LAWA Police facilities, plainclothes officers shall conceal 
their weapon(s), handcuffs, and other equipment by wearing a business jacket, sports coat, or 
overgarment (i.e.-vest, oversized shirt, sweatshirt, etc.) unless removing or exposing is legally 
required while engaged in an arrest or tactical situation. Other types of firearms carry accessory 
(i.e.-purse, pouch type holster, fanny pack, etc.) should also be considered, depending on the 
type of assignment and weather conditions present. 


6/1.10 Edged Instruments and Tools 


It is recognized that during the course of duty, a LAWA Police employee may be called upon to 
accomplish numerous and varied tasks. In certain instances, a knife, rescue tool or multipurpose tool 
can be of invaluable assistance. Therefore, LAWA personnel are authorized to carry specified edged 
instruments while on-duty. However, due to LAWA's legitimate interest in risk management, safety, and 
public opinion, the use and carrying of edged instruments and tools by on-duty uniformed personnel is 
subject to the following restrictions. 


A. 


1. 


Number 
Sworn Uniformed Employees 
A sworn employee may carry one edged instrument on his/her person while on-duty. 


Note: A rescue tool or "Leatherman" or similar style multipurpose tool is not considered an 
edged instrument. 


Non-Sworn Uniformed Employees 
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Non-Sworn uniformed employees shall carry an issued rescue tool while on-duty. The carrying 
of any other edged instrument is prohibited. 


Type and Style 

Multipurpose tools shall not be overly large or bulky. No blade on the tool may be over 4" long. 
Knives must be folding style, with no inappropriate designs or wording on the handle. The blade 
may not exceed 4 1/2." The blade shall be ordinary steel (white) color or black. The handle shall 
be either black, brushed chrome or natural wood color. 

All Knives and tools must be single-edged. 

Straight or serrated edges are authorized or both multipurpose tools and knives. 


The following knives are prohibited from being carried on duty: 


Switchblades, butterfly knives, gravity knives, or any other knife that opens automatically by any 
means; and, 


Throwing knives, daggers, or straight fixed blade knives. 

The only authorized rescue tool is the DynaMed Seatbelt Cutter. 

Manner of Carry 

Multipurpose tools must fit completely in a pocket or in a holder worn on the duty belt. 
Note: The holder must be in compliance with Section 6/1.5.A of the LAWA Police Manual. 
Knives must conform to one of the following requirements: 

They must be carried completely inside a pocket; 

They must be carried in a holder on the duty belt; 

Note: The holder must be in compliance with Section 6/1.5.A of the LAWA Police Manual. 


They must have a clip permanently attached to the knife that allows it to be worn inside a pocket 
without an obtrusive amount of the knife extending from the pocket. 


Rescue tools shall be carried completely inside a pocket. 

Purpose and Use 

Knives and other cutting instruments are for use as tools only. In the extremely rare instance 
that an employee was forced to use an edged instrument in self-defense, he/she would have to 
justify not only the use of deadly force, but also the need to use an edged instrument instead of 
any usual force option. 


Under no circumstances shall any employee use, brandish or display an edged instrument in an 
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unsafe manner or in a manner that would cause LAWA or LAWA Police ridicule or 
embarrassment. 
D. Supervisor's Authority 
No prior authorization is required to carry an edged instrument, which conforms to the above 
guidelines. However, a ranking officer (sergeant or above) may immediately suspend the 
carrying of any such instrument pending review by the Chief of Airport Police if he/she believes 
the instrument or manner in which it was carried was inappropriate. 
E. Exemptions 
Nothing in this policy restricts members of the Emergency Response Unit, the Canine Unit, or 
other specialized unit from carrying any instrument deemed necessary to their mission by their 
Section Commanding Officer when actively engaged in the specialized duties. 
6/1.11 Respiratory Program 
A. Information 
The LAWA Police Respiratory Program provides for the issuance of National Institute for Occupational 
Safety and Health (NIOSH) approved air-purifying respiratory (APR) masks to qualified LAWA Police 
Officers, in compliance with the Model Respiratory Protection Program for Law Enforcement developed 
by the California Commission on Peace Officer Standards and Training (POST). 
B. Procedures 
Officers issued respiratory masks shall use this equipment under the following circumstances: 
1. For escape from hazardous atmospheres; 
2. While maintaining perimeters at hazardous materials incidents. These are officers who will be 


stationed in the support ("cold" or "green") zone, where contaminants are not expected to 
exceed levels deemed safe for unprotected persons, as determined by the Incident 


Commander; 
3. While maintaining perimeters at crowd control incidents where chemical agents are used; 
4. To prevent exposure to tuberculosis and other serious airborne respiratory infections due to 


sustained contact with, or transport of, persons who are suspected of carrying active infection 
with serious airborne reparatory disease; 


5. In exigent or emergency situations that require officers to enter an area where CS, CN, smoke, 
or other tearing agents have been expelled. 


6/1.12 Use of Unauthorized/Unsanctioned Equipment On Duty 
The use of unauthorized and/or unsanctioned equipment by LAWA Police personnel while on-duty is 
strictly prohibited. Unauthorized/unsanctioned equipment encompasses any equipment that has not 


been approved for on-duty use by the Chief of Airport Police (See Section 6/1.7 for approval process). 
This includes, but is not limited to: 
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Firearms, ammunition, and holsters that do not follow criteria in Chapter 7. 
Uniforms and duty belt accessories that do not follow criteria in Chapter 6. 


Any electronic devices. 


Personnel found in violation of this policy will be subject to disciplinary action. 


6/2 Personal Appearance Standards 


6/2.1 


Appearance Standards - General 


All employees shall maintain a neat and well-groomed appearance. When on duty, employees shall 
wear uniforms or other clothing in accordance with LAWA Police Policy. 


A. 


Employees shall maintain personal appearance, physical fitness, and health to enhance the 
business and professional image of the LAWA Police. 


These procedures, regulations and policies are intended to promote the professional image of 
the LAWA Police, safety and encourage good health for optimum job performance. 


Enforcement of appearance standards is the responsibility of supervision at all levels. Standard 
disciplinary measures are provided and shall be utilized to ensure compliance by all personnel, 
as required. 


Deviation from this policy may be granted by the Chief of Airport Police. Deviations will normally 
be granted when medical or operational requirements dictate. In those situations, it may be 
appropriate to assign the employee to duties where the appearance deviation will not reflect 
negatively upon the image of the LAWA Police, or where public contact is limited. 


6/2.2 Hair Standards 


All employees shall maintain their hair in a neat, clean, and well- groomed manner to reflect a 
professional and businesslike appearance. Unacceptable hair styles include, but are not limited to, a 
design(s) sculpted into the hair or wearing long hair over a shaved (to scalp) portion of the head. 
Dyeing or highlighting the hair is acceptable provided it is consistent with a natural hair color, without 
obvious blocks, patterns or spots of color. 


Note: Color sheens and overdyes are not acceptable. 


A. 


1. 


All Uniformed Personnel 
Male Employees. 


Male employees shall maintain their hair properly trimmed and at least moderately tapered. The 
hair shall not extend below the top of the shirt collar, cover any portion of the ear, and shall not 
interfere with the employee’s vision. Sworn male employees shall ensure that their hair does not 
interfere with the proper wearing of the uniform hat or the prompt and proper placement of 
protective head and/or face gear. 
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Female Employees. 

Female employees shall arrange their hair so that it does not extend below the bottom edge of 
the collar. It shall not interfere with the employee’s vision and shall not be arranged in a way that 
would be advantageous for a suspect to grab, such as a ponytail. Female employees shall 
ensure that their hair does not interfere with the proper placement of protective head and/or face 
gear. 

Wigs and Hairpieces 


Wigs and hairpieces may be worn. The wig or hairpiece and the employee’s overall appearance 
must conform to the LAWA Police's general hair standards. 


Hair Ornamentation 

Male Employees 

Male employees shall not wear hair ornamentation. 

Female Employees 

Female employees in non-uniformed assignments may, to facilitate compliance with the LAWA 
Police's general hair standards, wear businesslike hair ornamentation. Female uniformed 
employees shall not wear hair ornamentation. 

Hair Control Devices 

Inconspicuous hair-control devices such as sloth covered rubber bands (not to exceed one- 
quarter inch in diameter) and plain hairpins or clips may be used to comply with LAWA Police 
standards. Hair control devices shall not interfere with the prompt and proper placement of 
protective head and/or face gear. Hair control devices shall either be black or consistent with the 
employee’s hair color and shall in no way detract from an employee’s uniform appearance. 


Sworn Non-Uniformed Employees 


Non-uniformed sworn employees shall maintain their hair so it presents a professional and 
businesslike appearance. 


Civilian Non-Uniformed - See Section 6/2.4. 

Grooming Standards - All Sworn, and Uniformed Civilian Employees 

Sideburns 

Sideburns shall not extend beyond a point even with the bottom of the earlobe and shall extend 
in a cleanshaven, horizontal line. The flare (terminal portion of the sideburn) shall not exceed 
the width of the main portion of the sideburn by more than one-fourth of the unflared width. 


Sideburns shall be trimmed and neat in appearance. 


Mustache 
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Male employees may wear a short and neatly trimmed mustache of natural color. Mustaches 
shall not extend below the vermilion of the upper lip or below the corners of the mouth and may 
not extend to the side more than one-half inch beyond the corners of the mouth. 


Beards 


Employees shall be clean shaven when reporting for duty. Full or partial beards (goatees) shall 
be permitted only when required by the nature of the assignment or for a bona fide medical 
condition. 


To request a medical exemption to wear a beard, the employee shall provide his Commanding 
Officer with the following: 


A doctor’s note from the employee’s personal physician stating the employee needs a medical 
exemption from shaving; and, 


A completed Authorization for Release of Medical Information, Form OHSD MR 101. The 
employee shall be available to be examined by the City of Los Angeles Personnel Department, 
Occupational Health Services Division (OHSD), as directed, to determine and approve of the 
exemption status. 


The employee’s Commanding Officer shall forward the doctor’s note and the completed 
Authorization for release of Medical Information to the LAWA Police's IOD Coordinator, who will 
contact OHSD regarding the request for a disability/medical accommodation. 

Employees who have received a medical exemption that precludes them from shaving, have 
been accommodated by the LAWA Police, and do not have any duty-related restrictions, may 
be used in a full-duty uniformed capacity. The employee’s beard shall be neatly trimmed and not 
longer than one inch in length. 

Fingernails. 

Employee fingernails shall be neat, clean, and shall not display decals or ornamentation. 
Fingernails shall not extend more than one-fourth inch beyond the tip of the finger. They shall 
not interfere with the employee’s duty performance such as the safe drawing of the service 
weapon and all other safety equipment. 

Uniformed Female Employees 


Uniformed female employees may only wear clear or neutral (beige or cream) nail polish (white 
nail tips are allowed). 


Non-Uniformed Female Employees 


Non-uniformed female employees may only wear fingernail polish that is professional and 
businesslike in color. 


Male Employees 


Male employees may only wear clear fingernail polish. 
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Makeup 
Female Employees 


If make-up is worn, it shall be worn in moderation and shall be consistent with a professional 
and businesslike appearance. 


Male Employees 


Male employees may wear make-up to conceal skin imperfections. Make-up shall be worn in 
moderation and shall be consistent with a professional and business like appearance. 


Exception: If an employee’s assignment temporarily requires the employee to deviate from 
these standards, the employee’s Commanding Officer may grant an exemption verbally. 


Note: Employees who are authorized to wear the uniform while working off-duty shall be held to 
the same standards as those working on duty. 


Civilian Clothing - Uniformed Employees 


When the wearing of a uniform is not practical because of work conditions, and when prior 
exemption has been granted by the Chief of Airport Police, certain officers may be exempted 
from wearing the prescribed uniform. Civilian clothing worn by an employee while on duty shall 
be prescribed by the Employee’s Commanding Officer. 


6/2.4 Grooming Standards - Non-Uniformed Civilian Employees 


LAWA Police civilian personnel shall wear clothing suitable to their particular work environment and the 
type of work performed. Personal hygiene shall be maintained to the extent that the employee shall be 
neat, clean and project a professional image of the individual and the LAWA Police. Civilian employees 
shall be groomed and attired so that they will not cause a distraction, or be the object of criticism, or 
ridicule. Employees shall not wear clothing or a hairstyle that creates a hazard. Fingernails shall be 
maintained in such a condition that they do not interfere with the efficient operation of office equipment. 


A. 


1. 


Civilian Attire: 

Male 

Shirt - with full collar, no T-shirt. 

Pants - slacks, no shorts. 

Shoes - full shoe, no sandals, running or exercise shoes. 

Tie - not mandatory, but recommended for supervisory personnel. 
Female 

Blouse - no halter, strapless or tank top. No t-shirts. 


Dress - no buckles or strapless. Adjusted so that no portions of under garments are visible. 
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° Pants - no shorts (culottes with a skirt appearance are acceptable.) 
° Shoes - full shoe; no sandals, running or exercise shoes. 

3. All clothing shall be clean, neat and in good repair. 

B. Unacceptable attire: 


Athletic clothing (warm up suits), beach wear, shorts, caps and sandals shall not be worn except 
as authorized for special occasions, such as LAWA Police sponsored recreational activities. 


6/2.5 Courtroom Attire 


Civilian clothing worn by LAWA Police personnel, sworn or civilian, while appearing in court, shall 
present a business-like appearance. Acceptable attire shall conform to the following: 


A. Male employees. 

A business suit, or sport coat and trousers, with dress shirt and necktie. 
B. Female employees. 

A dress, suit, or pant suit, a skirt or pants with a blouse, sweater, or jacket. 
C. Footwear 


Shall be appropriate to the clothing worn. Athletic shoes and sandals are not acceptable 
footwear. 


D. On-duty officers summoned to court may appear in uniform. 

6/2.6 Ornamentation 

A. Sworn Uniformed Employees 

1. A sworn uniformed employee, while on-duty, may wear one ring on each hand (engagement 
and wedding ring when worn on the same finger count as one ring), a religious ornament worn 


underneath the uniform, a Police or Military “Killed In The Line Of Duty” remembrance bracelet 
and a medical alert necklace worn underneath the uniform or worn as a bracelet. 


2. One plain "post" earring may be worn in each ear by sworn uniformed female personnel. 
a. The face of the post is to lie flush with the ear. 
b. It shall be metal or other material, including ceramic or stone and may be worn where the 


earlobe is pierced. 


c Earrings with two parts where a portion is loose to hang, hoops or clip-on earrings are not 
permitted. 
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The displayed ornamentation shall not exceed one-half inch in diameter. 
On-duty uniformed personnel shall have a functional watch in their possession. 


Except as permitted by this section, sworn uniformed employees shall not wear any other type 
of visible body ornamentation while on-duty, including but not limited to: 


Earrings (For sworn uniformed male employees only); 

Nose studs; 

Nose or eyebrow rings; 

Tongue studs or rings; 

Lip studs or rings; 

Non-medical alert necklaces; 

Bracelets, or; 

Large, conspicuous rings. 

Jewelry or personal ornaments shall not be affixed to any part of the uniform or equipment. 


Note: Sworn employees who are authorized to wear the uniform while working off duty shall be 
held to the same standards as those working on duty. 


Non-Uniformed Sworn Employees 
Sworn Female Employees 


Non-uniformed sworn female employees, while on-duty, may wear a single matched pair of 
earrings, one earring on each earlobe. The earrings shall be professional, and businesslike in 
appearance. 


Non-uniformed sworn female employees may wear one ring on each hand (engagement and 
wedding ring when worn on the same finger count as one ring), a wristwatch, a necklace and 
bracelet, a religious ornament, a Police or Military “Killed in the Line of Duty” remembrance 
bracelet and a medical alert necklace and/or bracelet. 


Non-uniformed sworn female employees shall not wear any other type of visible body 
ornamentation such as, but not limited to, multiple earrings in each ear, nose studs, nose or 
eyebrow rings, tongue studs or rings, or lip studs or rings. 

Sworn Male Employees 

Non-uniformed sworn male employees, while on-duty, may wear one ring on each hand, a 


wristwatch, a necklace and bracelet, a religious ornament, a Police or Military “Killed in the Line 
of Duty” remembrance bracelet and a medical alert necklace and/or bracelet. 
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b. Non-uniformed sworn male employees shall not wear any other type of visible body 
ornamentation such as, but not limited to, earrings, nose studs, nose or eyebrow rings, tongue 
studs or rings, or lip studs or rings. 


C. Background Investigators shall inform potential LAWA police candidates of this policy. The 
presence of visible body ornamentation may be a disqualifying factor during the selection 
process for sworn personnel. Police candidates with visible body ornamentation shall sign a 
copy of this policy as part of the hiring process. 


D. Glasses 
Prescription glasses or sunglasses worn while on duty shall be appropriate to the assignment of 
the officer. Glasses shall be functional, and shall not interfere with vision or the police function, 
and will in no case create a safety hazard to the employee. 


1. Glasses shall be maintained in good condition. No ornamentation or tints other than gray, green 
or amber shall be applied to the lenses without proof of medical need. 


2. Frames may be any material and shall be gold, silver, brown, black, gray or clear in color. No 
ornamentation shall be applied to the basic frame. 


3. Mirror-type (reflective lens) sunglasses are prohibited while in uniform. 


4. During discussions with the public, uniformed personnel shall remove their sunglasses, unless 
circumstances dictate keeping them on (i.e. officer safety, prescription lenses). 


Ey Makeup. 


The application of cosmetics is authorized provided the makeup enhances the natural 
appearance of the skin and facial features. 


1. When applied, makeup shall be conservative and business-like in appearance. 


2. When applied, lipstick worn by female officers shall be of shades that are conservative and 
enhancing to the appearance and skin tone of the wearer. 


6/2.7 Tattoos and Branding Policy 


The presence of visible tattoos or brandings on any portion of the body, while on duty and in uniform, is 
prohibited. This standard applies to both sworn and civilian uniformed personnel regardless of 
assignment. Tattoos above the neck line (i.e. - on the face, neck or visible scalp) must be medically 
removed. For all other tattoos/brandings, uniformed personnel shall cover all tattoos/brandings by 
wearing an authorized long-sleeve uniform shirt while in uniform or shall completely cover the 
tattoo/branding with a skin-toned patch. 


Exemption: Sworn personnel participating in specific investigations in which visible tattoos/brandings 

may assist in developing investigative credibility may be exempted from the provisions of this section 

with the expressed written consent of the Chief of Airport Police. 

Uniformed personnel who acquired visible tattoos or brandings prior to the effective date of this policy 
(7/24/08) shall be exempt. However, in order to receive tattoo and/or branding exemption status, the 
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concerned employee must disclose through a memorandum to the Chief of Airport Police, via chain of 
command, the location, shape, size, and if it will be exposed when a short sleeve uniform shirt or shorts 
are worn. 


Background Investigators shall inform potential LAWA police candidates of this policy. The presence of 
visible tattoos and brandings may be a disqualifying factor during the selection process for sworn 
personnel. Police candidates with visible tattoos/branding shall sign a copy of this policy as part of the 
hiring process. 


6/3 Specialized Uniforms 6/3.1 
Bicycle Patrol Unit Uniform Specifications 


Officers assigned to the Bicycle Patrol Unit shall wear uniforms as specified below while on duty unless 
otherwise directed by the concerned Commanding Officer. 


A. Shirts 


A dark blue golf-style shirt, three button collar, in 50/50 cotton/polyester blend jersey material; 
the words "Airport Police" printed in prominent letters across the upper back, a badge image 
embroidered on the left front chest, and the officer's last name on the front right hand side of the 
chest, silk-screened in gold lettering. 


B. Pants 


Pants will be dark blue in color, constructed of DuPont Supplex Nylon, inner draw string, a 
zipper closure attached to the bottom side of the pants leggings facing outward, equivalent or 
superior to Mocean Velocity Bike Pants Style #2050. 


C. Shorts 


Shorts will be dark blue in color, constructed of DuPont Supplex Nylon, inner drawstring, 
equivalent or superior to Mocean Bike Sort Style #1050. 


D. Jacket 


Jacket will be dark blue in color, constructed of DuPont Supplex Nylon with removable polar 
fleece lining, two side pockets with zippered closure, equivalent or superior to Mocean Velocity 
Jacket Style #5052. The words "Airport Police" shall be silk screened on the back of the jacket 
in large gold letters; departmental approved LAWA Police patches sewn on both sleeves; a 
patch badge sewn on the left front chest; and, the officer's name embroidered in 3/4 " inch gold 
block print letters on a 11/4 " wide dark blue cloth name strip sewn on the front right hand side 
of the chest. 


E. Equipment Belt 
Black Nylon 2 4" web belt with nylon quick release buckle. All accessories to follow standard 
uniform equipment policy with the exception of material of black nylon with either black snap or 
velcro hook and loop closures. 


Note: The officer’s issued metal badge shall be worn on the equipment belt in front of the 
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firearm holster. 


F; Uniform and Equipment Replacement 
ie Initial issuance of the Bicycle Patrol Unit uniform includes the items listed below. The 
replacement schedule for all uniform pieces will be on either an annual or biannual basis as 
noted. 
Item Qty Replacement Schedule 
Jacket 1 Biannual 
Jacket Liner 1 Biannual 
Shirt 3 Annual 
Pants 2 Annual* 
Shorts 3 Annual* 
Shorts Liner 2 Annual 
Helmet 1 Biannual 
Winter Gloves 1 Annual 
Summer Gloves 1 Annual 


“The replacement schedule for pants and shorts will consist of a total of three (3) pieces 
annually in any combination of the officer's choice. 


Note: Specialized uniformed items which become damaged while performing a job-related 
function may be replaced outside of the normal replacement schedule at the discretion of 
Management. 


2. Specialized equipment items are also provided to Bicycle Patrol Unit officers. All items are 
constructed of a nylon web material with the exception of the baton holder. The following are 
considered specialized equipment items and will be replaced on an ongoing basis at the 
discretion of Management. 


Item Qty 
Equipment Belt 1 
Inner Belt 1 
Baton Holder 1 
1 
1 
1 
1 
4 
1 
1 
| 


Double Magazine Holder 
Flashlight Holder 
Handcuff Case 

Holster 

Keeper 

Key Holder 

OC Spray Holder 

Radio Holder 


6/3.2 Traffic Control Unit Bicycle Patrol Uniform Specifications 


Officers assigned to the Traffic Bicycle Patrol Unit shall wear uniforms as specified below while on duty 
unless otherwise directed by the concerned Commanding Officer. 


A. Shirts 
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A Tan golf-style shirt, three button collar, in 50/50 cotton/polyester blend jersey material; the 
words "Airport Police Traffic & Security" printed in prominent letters across the upper back, 
“Airport Officer’ shoulder emblems and a badge image on the left front chest area (silk- 
screened) and the officer's last name embroidered on the front right hand side of the chest, silk- 
screened in green lettering. 


Pants 

Pants will be OD green in color, constructed of DuPont Supplex Nylon, inner draw string, a 
zipper closure attached to the bottom side of the pants leggings facing outward, equivalent or 
superior to Mocean Bike Pants Zip-off Style #T R238. 

Shorts 


Shorts will be OD green in color, constructed of DuPont Supplex Nylon, inner drawstring, 
equivalent or superior to Mocean Bike Sort Style #1050. 


Jacket 


Jacket will be OD green in color, constructed of DuPont Supplex Nylon with removable polar 
fleece lining, two side pockets with zippered closure, equivalent or superior to Mocean Velocity 
Jacket Style #5052. , “Airport Officer” shoulder emblems shall be silk- screened and a badge 
patch sewn on the left front chest; and, the officer's name embroidered in 1/2" inch gold block 
print letters on the front right hand side of the chest. 


Equipment Belt 

Black Nylon 2 4" web belt with nylon quick release buckle. All accessories to follow standard 
uniform equipment policy with the exception of material of black nylon with either black snap or 
velcro hook and loop closures. 

Note: The officer's issued metal badge shall be worn on the equipment belt in front. 

Uniform and Equipment Replacement 

Initial issuance of the Bicycle Patrol Unit uniform includes the items listed below. The 


replacement schedule for all uniform pieces will be on either an annual or biannual basis as 
noted. 


Item Qt Replacement Schedule 
Jacket 1 Biannual 

Jacket Liner 1 Biannual 

Shirt 3 Annual 

Pants 2 Annual* 

Shorts 3 Annual* 

Shorts Liner 2 Annual 

Helmet 1 Biannual 

Winter Gloves 1 Annual 

Summer Gloves 1 Annual 
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*The replacement schedule for pants and shorts will consist of a total of three (3) pieces 
annually in any combination of the officer's choice. 


Note: Specialized uniformed items which become damaged while performing a job-related 
function may be replaced outside of the normal replacement schedule at the discretion of 
Management. 


Specialized equipment items are also provided to bike officers. All items are constructed of a 
nylon web material with the exception of the baton holder. The following are considered 
specialized equipment items and will be replaced on an ongoing basis at the discretion of 
Management. 


Item 

Equipment Belt 
Inner Belt 

Baton Holder 
Handcuff Case 
Keeper 

Key Holder 

OC Spray Holder 
Radio Holder 


a 
Ke 


Utility Uniforms 
Utility Uniform - Specifications 
Utility Uniform - Shirt 


Black color, long sleeve, United Uniform LAPD ATU Shirt (Galls Item #SH727 BLK) or 
equivalent. 


Utility Uniform - Trouser 

Black color, United Uniform LAPD ATU Cargo Trouser (Galls Item #TU423 BLK) or equivalent. 
Cap 

Black color, in 15% wool and 85% acrylic blend. 6-panel, 6 embroidered eyelets, black 
sweatband and inner taping, matching fabric adjustable hook and loop closure, equivalent or 
superior to Otto Incorporated Style 19-304. The words Los Angeles Airport Police and image of 
the Theme Building in subdued grey on center of front of cap. 

Badges and Insignia 

All badges and insignia are to have a black background with subdued grey embroidery. 


Badge 


A cloth badge patch appropriate to the employee's rank, shall be worn as specified in Section 
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6/1.4.A.1. 
Name Tags 


A cloth nametag, black, 1” high with 4” subdued grey lettering, shall be sewn centered 
immediately above the right pocket flap ends. 


Patches 

Two Airport Police patches shall be worn as specified in Section 6/1.4.C. 

Rank Insignias 

Rank Insignia shall be as follows: 

Field Training Officer 

Cloth two stripe chevron. Worn centered on each sleeve 1/2 " below shoulder patch. 

Note: Refer to Section 8/11.9 for restrictions on wearing the Field Training Officer chevrons. 
Sergeant 

Cloth three stripe chevron. Worn centered on each sleeve 1/2 " below shoulder patch. 
Assistant Watch Commander 


Cloth three stripe chevron with rocker stripe on the bottom. Worn centered on each sleeve 1/2 
"below shoulder patch. 


Lieutenant 


Single collar bar, embroidered or flat black metal (A/F 2nd Lt.). Worn centered on collar parallel 
with and 3/4" from the front edge of the shirt collar. 


Captain 


Double collar bars, embroidered or flat black metal. Worn centered on collar parallel with and 
3/4" from the front edge of the shirt collar. 


Deputy Chief 

Two embroidered or flat black metal stars shall be affixed to each side of the shirt collar. One 
point of each star shall point upwards. The stars shall be centered between the top and the 
bottom of the collar. The center of the first star shall be 1 " from the front edge of the collar. 
Assistant Chief 

Three embroidered or flat black metal stars shall be affixed to each side of the shirt collar. One 


point of each star shall point upwards. The stars shall be centered between the top and the 
bottom of the collar. The center of the first star shall be 1 " from the front edge of the collar. 
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Chief 

Four embroidered or flat black metal stars shall be affixed to each side of the shirt collar. One 
point of each star shall point upwards. The stars shall be centered between the top and the 
bottom of the collar. The center of the first star shall be 1 " from the front edge of the collar. 
Footwear 

Sworn personnel assigned to a unit that regularly deploys in Utility Uniform may be required to 
wear tactical boots, at the discretion of the unit supervisor. Sworn personnel not assigned to a 
tactical unit shall follow uniform footwear policy as specified in Section 6/1.3.E. 

Equipment Belt 

Only nylon gear shall be worn with Utility uniforms. 

Tactical ballistic thigh holsters are approved for employees wearing the Utility uniform. 

When Authorized to Wear 

Utility uniforms shall be the authorized uniforms for the following specialized units: 

Crime Scene Investigation Unit 

Emergency Operations & Planning Unit 

Fleet Services Unit 

K-9 Unit 

Motor Unit (*for training only) 

Special Projects Unit 


Vulnerability Assessment and Analysis Unit 


The wearing of the Utility uniform by personnel outside of these specialized units shall be at the 
discretion of the Commanding Officer. 


Issuance and Replacement 
The Division will issue one (1) set of Utility uniforms to sworn new hires. 


The Division will issue two (2) sets of Utility uniforms to officers and supervisors assigned to the 
specialized units specified in Section 6/3.3.E.1. 


Replacement or additional Utility uniforms will be paid for by the employee unless they are 
assigned to a specialized unit with a designated replacement schedule for the Utility uniform. 


Any alterations required on replacement uniforms shall be paid for by the employee unless they 
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are assigned to a specialized unit with a designated replacement schedule for the Utility 
uniform. 
External Vest Carriers 
Tactical Outer Carrier 
The tactical outer carrier is designed to be worn by officers in plainclothes, uniform, or Utility 
uniform, with or without ballistic panels and a trauma plate inserted inside the vest. It provides 
protection, instant identification of Police personnel, and a means of carrying various tactical 
equipment, which may be needed by personnel involved in unusual occurrences or high-risk 
situations. 


Tactical Outer Carrier - Specifications 


Black Color, with Nylon-420 Denier Pack Cloth, with % ounce polyurethane and durable water 
repellent coating. The carrier is a two-piece design, and includes: 


Velcro side closures; 

An opening for inserting a trauma plate through the neck line; 

Velcro backed patch with “POLICE” displayed in white. Patch to be attached to a pull-down 
Velcro loop, on upper right-hand side of vest. Patch to have ability to be either exposed or 
concealed behind yoke construction; 


Lapel Microphone clip webbing on upper left side of vest; 


One 6” x 6.5” utility pocket with Velcro closure on lower right side of vest pocket with interior 
elastic to contain three separate utility items; 


One 2” x 6” pouch adjacent to the right-side utility pocket; 


One 5” x 4” utility pocket on lower left side of vest with interior elastic to contain three separate 
utility items; 


One radio pocket; 


A 4’ wide loop of adjustable webbing, capable of accommodating a large flashlight or baton on 
the right side; 


On the rear side of the vest, there shall be a 2” x 8.5” strip of Velcro loop to accommodate a 
Velcro backed patch of the same size with “POLICE” displayed or patch in white. 


Elbeco V-2 Uniform External Vest Carrier 


The Elbeco V-2 Uniform External Vest Carrier is designed to be worn over the basic Class “B” 
uniform shirt and officers will be required to wear their name plate, “P” buttons and badge while 
using this garment. The carrier shall only be used in conjunction with Division authorized body 
armor and worn with a metal name plate and metal police badge when it is the outermost 
garment. Cloth badges and name tapes are not authorized for use with the carrier. Shooting 
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medals and other Division authorized ornamentation may be worn on the carrier as well. 


Additionally, when opting to utilize the carrier instead of wearing the ballistic vest in the 
traditional manner under the basic uniform shirt, officers shall not deploy in the field without first 
donning the carrier with the Division authorized body armor inserted in the carrier. 


1. Elbeco V-2 Uniform External Vest Carrier - Specifications 
° Sworn personnel shall wear the Elbeco Navy Blue V-2 Uniform External Vest Carrier 
° Non-sworn personnel shall wear the Elbeco Tan V-2 Uniform External Vest Carrier 


D. Utility Exterior Vest Carrier (LBV) 
The following LBVs are capable of carrying both hard armor plates and Division issued soft 
body armor panels. The LBV must be ordered from the same manufacturer as the soft body 
armor panels and in the correct size in order to maintain ballistic protection and manufacturer's 
certification. Cloth badges with the appropriate rank shall be attached to the front of the carrier 
and will have a name tape with officers last name displayed at all times. “POLICE” in either 
subdued or white lettering will be displayed on the back of the vest carrier at all times. 

1. Utility Exterior Vest Carrier (LBV) — Specifications 
Current Body Armor Suppliers: 

° Second Chance/Safariland: SCA-TAC1-MWB-TCL, Tactical Assault Carrier, MOLLE compatible 

. Point Blank: BL368/GD1MOOBVOJ, Guardian External Carrier, MOLLE compatible 


Restriction: Personnel may not wear a holster with their primary firearm attached to the vest. 
The primary holster must remain on the duty belt. 


E. When Authorized to Wear 


1. The Tactical Outer Carrier shall be worn whenever directed by a supervisor. Wearing the 
Tactical Outer Carrier unless specifically directed or authorized is prohibited. 


2. Personnel are authorized to wear the Elbeco V-2 Uniform External Vest Carrier in their Class 
“B” uniform when performing their duties. 


3. Personnel who are authorized to wear a Utility uniform will have the option to wear the Utility 
Exterior Vest Carrier (LBV) with the approval of their supervisor. The vest may also be worn by 
personnel during tactical situations requiring the use of Hard Armor Plates. 


F. Issuance 


The Elbeco V-2 Uniform External Vest Carrier and Utility Exterior Vest Carrier (LBV) will not be 
funded by the Division and must be purchased at the officer's expense. 


6/3.5 Emergency Services Unit (ESU) Uniform Specifications 
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Tactical Uniform - Specifications 

The authorized tactical uniform for the Emergency Services Unit will be the following: 
Propper Uniforms, TAC.U, pants — Navy color (Galls Item #ZY845 Navy) 

Propper Uniforms, TAC.U, coat — Navy color (Galls Item #ZY846 Navy) 

Propper Uniforms, TAC.U, combat shirt — Navy color (Galls Item #SR975 Navy) 


Tactical uniforms must be worn in accordance with the Division identification marking 
requirements. 


Ballistic Vest 

Safariland Model Cover 6 plus 3-A modular ballistic Vest with Threat Level III-A ballistic collar, 
sleeves, and groin protector, black color, with "Police" stenciled in gray subdued lettering on 
back and front of vest. 

Badges and Insignia 

Badges and insignia specifications shall be the same as outlined in Section 6/3.3, with the 
exception of an 11 inch by 6 inch rectangular patch, dark blue background with "Police" 
embroidered in charcoal gray, sewn centered on the back of the uniform shirt approximately 7 
inches from the collar line. 


Note - Upon leaving the ESU, the rectangular "Police" patch will be removed and given to 
Logistics Unit (See part G). 


Footwear 


ESU members shall be issued Danner Model 21210 Acadia tactical boots with bootlaces tucked 
into the boot. 


Equipment Belt 

Black nylon 2 %" equipment belt with nylon quick release buckle. 

Team members, depending on their assignments within the ESU, shall wear the following items: 
Safariland Model 6004 Tactical SLS Holster and leg harness; 

Safariland Model 6004-2 Leg Shroud with mounting holes; 

Safariland Model 77 double pistol magazine holder; 

Safariland Model 40 distraction device holder; 

Safariland Model 772 single rifle magazine holder; 


Safariland Model 4672 folding knife case 
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Miscellaneous 

The following equipment shall be issued to all ESU members: 
Hatch Tactical goggles; 

Black Nomex hood; 

Hatch Model Operator tactical gloves; 

Tactical radio pouch with special communications equipment; 
Hatch Tactical knee and elbow protectors; 

Special Bio-Hazardous gas mask. 

Return of Equipment 


Whenever an officer leaves the ESU, the following equipment shall be turned in to Logistics 
Unit: 


Safariland Model Cover 6 plus 3-A modular ballistic Vest with all accessories; 
Specialized communications equipment, with the exception of the molded ear piece; 
Rectangular "Police" patch; 

Special Bio-Hazardous gas mask; 

Safariland Tactical SLS Holster, leg harness and all accessories; and, 


Any other specialized tactical equipment still serviceable, to be determined by both the ESU 
supervisor and Operations and Materials Unit. 


Canine Unit Handler Uniform Specifications 

Duty Uniform 

Shirt 

The duty uniform shirt shall be black in color, in 6 ’2 oz. Flame Resistant Nomex III-A fabric with 
two bellow chest pockets with Velcro flaps, heavy duty concealed brass zipper with overflap, 
with 1 snap closure above and below zipper, two position snap closure at wrists. The top collar 
button shall be unfastened. The shirt may be long or short sleeve. 

Trousers 

The duty uniform trousers shall be black in color, in 6 1/2 oz. Flame Resistant Nomex III-A fabric 


with brass zipper for fly with a hook and eye and a snap closure at the waist, two side cargo 
carrier pockets with flap closures, two quarter hip pockets and two welted back pockets with 
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velcro flaps. Trousers shall also have two Velcro waist adjustors with 7 belt loops. 
Badges and Insignia 
Badge 


The badge shall be a cloth badge patch, black background with dark gray embroidery, 
appropriate to the employee's rank shall be worn as specified in Section 6/1.4.A.1. 


Name Tag 

The uniform name tag shall be an embroidered cloth name tag, black, 1' high with /2" dark gray 
lettering of the employee’s last name in all capital letters and worn as specified in Section 
6/1.4.B. 


Patches 


The patch shall be two Airport Police patches, black background with dark gray embroidery, 
which shall be worn as specified in Section 6/1.4.C. 


Rank Insignia 
Rank insignia shall be worn as specified in Section 6/1.4.E, with the following modifications: 
Handler/Officer 


Handlers/Officers shall wear a cloth two stripe chevron with dark gray stripes on a black 
background. It shall be worn centered on each sleeve 1/2" below shoulder patch. 


Handler/Training Officer 

Handlers/Training Officers shall wear a cloth two stripe chevron with dark gray star centered 
between the bottoms of the chevrons and dark gray stripes on a black background with black 
border. It shall be worn centered on each sleeve 7%” below shoulder patch. 


Sergeant 


Sergeants shall wear a cloth three stripe chevron with dark gray stripes on a black background. 
It shall be worn centered on each sleeve 1/2" below shoulder patch. 


Lieutenant 


Lieutenants shall wear a single collar bar, flat black metal (A/F 2° Lt.) worn centered on collar 
parallel with and 3/4" from the front edge of the shirt collar. 


The word "K-9" shall be embroidered in dark gray lettering on the right breast pocket in the 
upper left corner of the pocket flap of the uniform shirt. 


Service Stripes 


Service Stripes shall be dark gray on black with a black border and backing, 1/4" wide by 2" 
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long. Service Stripes shall be sewn on the lower left sleeve of the uniform shirt with the lower 
edge of the bottom stripe one half inch above the top edge of the cuff. The entire stripe shall be 
in front of the center press of the sleeve. 


Footwear 


Uniform shoes for uniforms shall be a low cut or % " medium height, black, smooth toe leather 
or leather/ nylon combination shoe without any visible logos. 


Socks 
Socks shall be worn as specified in Section 6/1.3.E.3. 
Equipment Belt 


A black nylon equipment belt and black nylon accessories shall be worn as specified in Section 
6/3.1.E. 


Training Uniform 
Shirt 


The training uniform shirt shall be a black golf-style shirt, three button collar, in 50/50 
nylon/polyester blend jersey material with a badge image embroidered on the left front chest 
and the words “K-9 Unit” surrounding the badge. The officer's last name will be embroidered on 
the front right hand side of the chest. Two Airport Police patches will be silk-screened in dark 
gray lettering and shall be positioned as specified in Section 6/1.4.C. 


Undershirt 


The undershirt shall be a black crew neck loose or tight fit 4.6 oz 95% polyester/ 5% elastane 
undershirt, which meets or exceeds UNDER ARMOUR®@ brand undershirt specifications, with 
Canine Unit logo, Airport Police badge and two Airport Police patches silk-screened in dark gray 
lettering positioned and worn as specified in Section 6/1.4.C. It may be worn under the Canine 
uniform shirt or training shirt. 


Note: This undershirt is an optional uniform item, worn during donning/doffing of uniform shirts, 
canine training equipment, and/or tactical gear. 


Trousers 

The trousers shall be a black 65% polyester and 35% combed cotton Ripstop fabric. Trouser 
are to be constructed to Military Spec MIL - T - 44047E, Total of 6 pockets (4 with button flaps), 
2 front slash pockets, 2 large 3 pleat partial bellows cargo pockets with drain holes down flaps, 
fused pocket flaps, 4 -button fly with matching buttons, double - reinforced seat and knee, 4” 
adjustable waist tabs with quadruple bar tacks, 2 nylon drawstring leg closures fused and 
knotted ends. 

Hat 


Baseball Cap 
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The training uniform cap shall be a black 6-panel FLEXFIT© style 63% polyester and 34% 
cotton 3% P.U. spandex or adjustable back strap with the words “Los Angeles Airport Police K- 
9” embroidered on the front in dark gray lettering and a subdued American flag on the rear 
portion if fitted. 

Boonie Hat 


The “boonie” hat shall be a black bucket style or “boonie” Mil-spec 65% polyester/35% cotton 
ripstop with 4 brass screen vents and adjustable chin strap. 


Note: The canine caps are optional items, to be worn for the purposes of officer identification 
and weather protection. The “boonie” cap may only be worn during training exercises or other 
specialized details unless otherwise directed by the Commanding Officer. 

When Authorized to Wear 

Training uniforms shall only be worn while performing on-duty training, performing specialized 
duties, or whenever authorized for wear by the Homeland Security Section Commanding 
Officer. 

Motor Unit Officer Uniform Specifications 


Jacket 


The wearing of a uniform jacket shall be optional. Whenever a uniform jacket is worn, a tie or 
optional dickey shall be worn. 


Leather Motors Jacket 

A black leather jacket, with a removable Thinsulate liner, double stitched with a reinforced front 
and back belt area, side lacing, two front pockets and five keepers with double snaps, straight 
front heavy duty brass zipper with an inside front wind flap and hidden snaps on collar, which 
meets or exceeds San Diego Jacket Factory Police B Motor Jacket specifications. 

Motorcycle Jacket (Optional) 

A black Cordura nylon jacket, with a removable Thinsulate liner, with two slash-type side 
pockets, full zipper front to the neck, side vent zippers and a badge holder in the center of the 
left breast which meets or exceeds Speiwak Inc. Model 1875 All-Season Active Duty Jacket. 
Wearing of the simulated fur collar is optional. 

Note: This jacket is an optional item, to be purchased by the officer with his/her personal funds. 
Shirt 

All uniform shirts shall be neatly tailored and worn with Military creases. 


Class A-Long Sleeve 


Shall be the same specifications as outlined in Section 6/1.3.C.1. 
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Class B-Short Sleeve 

Shall be the same specifications as outlined in Section 6/1.3.C.2. 

Buttons 

The buttons of the epaulets and breast pockets shall be yellow metal with the letter “P.” 
Pants (breeches) 


All uniform trousers shall be neatly tailored and worn with military creases. Sap pockets shall be 
optional. 


Class A and B 

Uniform Trousers shall be made of navy blue 100% wool elastic, 19-ounce medium, meeting 
LAPD specifications. All thread used in the construction shall match the material. Breeches shall 
contain two top style pockets, two hip pockets with button-down flaps, and optional watch 
pockets and five lined, tunnel belt loops, 3 inches wide, sewn into a separate 2-inch waistband. 
The fly of the breeches shall have a zipper and shall have an anchor button in addition to a hook 
and eye. A ‘% -inch wide, gold and blue stripe (Long Beach Uniform Stripe, Article 2914) shall 
extend along the out seam from the bottom of the waistband to the bottom of the breeches 
Tailoring 

The length of the trouser cuff shall be tailored so that there is not observable fold or break in the 
front crease, nor shall any part of the sock be visible when the wearer is standing. The bottoms 
of the breeches shall be finished with concealed zippers. 

Badges and Insignia 

Badge 

A LAWA Police -issued badge shall be worn as specified in Section 6/1.4.A.1. 

Nameplate 

A nameplate shall be worn as specified in Section 6/1.4.B. 

Patches 

Two Airport Police patches shall be worn as specified in Section 6/1.4. 

Traffic Enforcement Insignia 

Two Traffic Enforcement insignias (an embroidered patch with a gold wheel with a gold arrow 
through it). The insignia shall be worn centered ‘4 “ below the Airport Police patch. Motor Unit 


sergeants shall wear their sergeant's chevrons 4 inch below the Traffic Enforcement insignia. 


Footwear 
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Boots 

Motor Unit officers shall be issued Dehner motor boots. 

All requests for repairs, modifications, boot replacement, and/or the purchase and use of 
another not manufactured by Dehner must be approved by the Commander, Traffic Services 
Section, or designee. 


Note: Boots approved for duty use by Motor Unit officers must be equivalent or superior to 
Dehner motor boots. 


Socks 

Socks shall be worn as specified in Section 6/1.3.E.3. 

Helmet 

Motor Unit officers shall wear a LAWA Police - issued Shoei brand Model RJ-Air-LE helmet 
equipped with a Portable Only Communications System, PA Interface, including a breakaway 
cable and portable adapter, with the chin strap section fastened while performing field duties. 
The helmet shall have a gold metal band with “P” buttons and a helmet badge attached to the 
front of the helmet. 

Helmets shall not be stored in any manner that will damage the liner. 

Helmets should be set on a flat surface, top side up or hung by one of the nylon straps. 

The entire helmet and liner is washable. 


The helmet chin strap shall not be modified by any device. 


When not in use, helmets shall be stored in a safe place inside the officer’s home or in a City 
locker. 


Helmets left on motorcycles shall be secured by a lock. 
Gloves 


Motor Unit officers shall be issued two pairs of leather gloves to provide protection during both 
the summer and winter months. 


Summer Gloves 
Shall be the same as specified in Section 6/1.7.D.1. 
Winter Gloves 


Shall follow the same specifications as summer gloves except the gloves shall be insulated and 
lined. The gloves may either fit to the wrist or be a guntlet style glove. 
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Eyewear 
Eye protection shall be worn when operating a motorcycle. 


Motor Unit officers shall be issued eyewear that meets or exceed standard Gargoyle brand 
safety glasses. 


Mirrored sunglasses or sunglasses of a distinctive nature which detract from an officer's uniform 
appearance are prohibited. 


Equipment Belt 

Motor Unit officers shall wear an authorized equipment belt as specified in Section 6/1.5. 
Training Uniform 

Shirt 


The shirt shall be black, twill 65/35 poly-cotton material, which meets or exceeds Transcon 
Model 701JAB shirt specifications. 


Trousers 


The trousers shall be black, twill 65/35 poly-cotton material, which meets or exceeds Transcon 
Model 701JAB trouser specifications. 


Badges and Insignia 

Badge 

A LAWA Police-issued badge shall be worn as specified in Section 6/1.4.A.1. 
Name Tag 


A cloth name tag, black, 1" high with 1/2" gold colored lettering, shall be worn as specified in 
Section 6/1.4.B. 


Patches 

Two department issued patches shall be worn as specified in Section 6/1.4.C. 

Traffic Enforcement Insignia 

Two Traffic Enforcement insignias (an embroidered patch with a gold wheel with a gold arrow 
through it) shall be worn by Traffic Enforcement personnel. The insignia shall be worn centered 
4.“ below the Airport Police patch. 


Footwear 


Boots 
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Motor Unit officers shall wear Danner Model Arcadia boots with the training uniforms. 
b. Socks 
Socks shall be worn as specified in Section 6/1.3.E.3. 
4. Helmet 
Shall follow the same specifications as outlined in Section 6/3.7.F.1. 
5. Gloves 
Shall follow the same specifications as outlined in Section 6/3.7.G. 
7. Eyewear 
Shall follow the same specifications as outlined in Section 6/3.7.H. 
8. Equipment Belt 
Black Nylon 2 4" web belt with nylon quick release buckle. All accessories to follow standard 
uniform equipment policy with the exception of material of black nylon with either black snap or 
velcro hook and loop closures. 


9. When Authorized to Wear 


The Training Uniform shall only be worn during training and while assigned to assist with 
commercial enforcement duties. 


6/3.8 Vehicle Inspection Station Jumpsuit Specifications 

A. Jumpsuit - Specifications 
Olive drab color, heavy duty two-way front closure brass zipper, two zippered chest pockets with 
pen/penlight slot on left pocket, two concealed 1/4 cut side pockets with by-pass, two zippered 
rear hip pockets, two diagonal zippered thigh cargo pockets, one diagonal zippered calf pocket 
on lower right leg. Elasticized waistband with five large beltloops. Bi-swing pleated back. Tow 
position snap closure on sleeves, double reinforced knees, four eyelets under each arm which 
meets or exceeds Transcon Model UP508 Jumpsuit. 

B. Badges and Insignia 

1. Badge 
A LAWA Police-issued badge shall be worn as specified in Section 6/1.4.A.1. 

2. Name Tag 


A cloth name tag, olive drab, 1" high with 1/2" gold colored lettering, shall be worn as specified 
in Section 6/1.4.B. 
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Patches 
Two department issued patches shall be worn as specified in Section 6/1.4.B. 
When Authorized to Wear 


The jumpsuit shall only be worn by on-duty Traffic and Security personnel assigned to the 
following posts: 


Post 1 

Post 4 

Post 4 Inspections 

Relief 4 Assignment 

Post 21 Inspections 

Post 23 Inspections (Capital Projects Overtime assignment) 

Post 236 Inspections (Capital Projects Overtime assignment) 

Command Staff Raid Jacket — Specifications 

Specifications 

Raid Jackets shall be dark blue in color, nylon with white inner liner, white stenciled Airport 
Police patches on each shoulder, a stenciled badge, and the words "Airport Police" stenciled on 
the back. 

Metal rank insignia shall be used to identify the rank of the wearer. 


When Authorized to Wear 


When a Command Staff member is responding to an emergency on or off-duty, a raid jacket 
may be worn by the Command Staff member at his/her discretion. 


Honor Guard Uniform Specifications 

Maintenance 

Honor Guard members shall maintain their uniforms and accessories in proper order and repair. 
Any issued items in need of replacement and/or repair shall be brought to the attention of the 
Officer-in-Charge. Requisitions for issue or replacement items shall be processed through the 
Honor Guard Officer-in-Charge. 


The following are the uniform regulations to be followed by each member of the Honor Guard: 


Members shall have their uniforms dry cleaned or pressed. 
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Members shall maintain their own gun belt (leather and patent leather with all appropriate brass 
buttons). Gun belts shall be clean and in good condition (gun/holster, cuff case, magazine 
pouch, belt keepers if appropriate). No other accessories are acceptable. 

Uniform Specifications 


Hat - Navy blue wool service hat with gold embroidered band or Class A hat with hat piece 
affixed, and a gold embroidered band. 


Pants - Navy blue wool with gold striping on center of pants legs. An Honor Guard hem shall be 
utilized. 


Jacket - Navy blue high collar wool jacket; with four large visible gold "P" buttons down the 
center and one gold button on each breast pocket. 


Footwear - Corafram shoes. At the discretion of the Officer-in-Charge, specific members may 
purchase "heel taps" or "clickers." 


Badges and Insignia 


Badge - The Honor Guard Badge has the words "Honor Guard" across the top with every badge 
displaying the number #356. The Badge shall be worn as specified in Section 6/1.4.A.1. 


Name Plate - Shall be centered above the right pocket flap with the bottom edge touching the 
top stitch of the pocket with or without ribbons (On Class A only). 


Patches - Shall be worn as specified in Section 6/1.4.C with an additional tab over the top with 
the words "Honor Guard." 


Service Stripes - Worn on the left sleeve as specified in Section 6/1.4.G (On Class A only). 


Collar Devices - Brass crossed rifles will be placed on the right and left lapel with the outermost 
edges centered exactly 1" from the gold yellow piping. 


Ribbons - Worn centered above the left pocket with the bottom edge touching the top of the 
pocket (On Class A only). 


Shoulder Cord - Gold braided cord, worn over the left shoulder. 

Aiguillette - Shall be attached to the right epaulet. 

National Honor Guard Badge - Shall be worn centered over the right jacket pocket where 
traditionally a name tag would be. The bottom edge shall be touching the top stitch of the jacket 
pocket. 

Tommy Scott Pin - Worn centered on the right jacket /shirt pocket flap above the "P" button. 
Equipment Belt - High gloss patent leather or Ceremonial Pistol Belt - blue and gold belt. 


Members assigned to the rifle team shall wear a high gloss leather pistol belt with shoulder 
strap. 
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Pistol - Beretta Model 92F. 

Rifle 

Springfield Model M-1A - The Rifle Team utilizes the M-1A rifle for rendering the traditional "21 
Gun Salute." Rifles are modified to fire 7.62MM blank ammunition through the addition of a 
blank firing device. 

Colt Model AR-15 - The Color Guard Detail uses this rifle. 


Miscellaneous 


White Parade Ascot - Worn inside the open collar, tucked under a white V-neck T-shirt, when 
not wearing the high collar jacket. 


White Gloves - Worn on hands or folded over the belt to the right of the buckle when not worn. 
Uniform Classifications 

Honor Guard Dress Blue (Full Dress) 

Dress Blue Uniform hat with gold braids, with Honor Guard hat Piece. 

Blue high collar jacket completed with only approved Honor Guard ornamentation. 
Gold shoulder braid 

Gold Striped pants 

High gloss gun belt with shoulder strap or ceremonial blue/gold belt 

White gloves 

Corafram shoes with black socks 

Honor Guard Class "A" (Full Dress) 

Standard uniform hat with hat piece 

Class A uniform, with tie and tie bar 

All Honor Guard and LAWA Police awards and ribbons. 

Leather basket weave Sam Brown worn only with this uniform 

White gloves 


Corafram shoes with black socks 


Honor Guard Class "A" (Dress) 
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Standard uniform hat with hat piece 

Class A uniform, with white ascot instead of tie 

Only approved Honor Guard ornamentation to be worn 

Leather basket weave Sam Brown worn only with this uniform 

White gloves 

Corafram shoes with black socks 

Honor Guard Training Uniform 

Approved Honor Guard polo shirt 

Black uniform pants with under belt 

Black shoes and black socks 

Summer Uniforms 

Uniform Specifications 

Shirt 

Sworn Uniformed Personnel 

Polo shirt, navy blue color, long or short sleeves, similar or superior to Mocean Polo shirt. Top 
collar button shall be unfastened. Uniform shall have an Airport Police shoulder patch silk 
screened in gold; a cloth badge on the left front chest area; the officer's last name shall be 
embroidered in gold lettering; no shoulder epilates; no "P" buttons. 

Non-Sworn Uniformed Personnel 

A green color short sleeve polo shirt, 100% polyester material code #0965540001 (5.11 brand). 
Uniform shall have an “Airport Officer” shoulder patch silk screened in gold; a cloth badge on 
the left front chest area; the officer's last name shall be embroidered in gold lettering; no 
shoulder epilates; no "P" buttons. Principal Security Officers shall have a single gold colored bar 
embroidered on each collar. Senior Security Officers shall have three stripe chevrons silk- 
screened in gold color on each sleeve 72” below shoulder patch. Field Training Officers shall 
have two stripe chevrons silk-screened in gold color on each sleeve ’2” below shoulder patch. 
Black crew neck undershirt may be worn under the shirt. 

Pants 


Sworn Uniformed Personnel 


Elbeco brand Tek Twill pants, navy blue color. 
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Shorts 

Sworn Uniformed Personnel 

Elbeco brand Tek Twill shorts, navy blue color. 

Note: Shorts may be hemmed one to two inches above the knee 
Non-Sworn Uniformed Personnel 


OD Green 5.11, 11 inch, TACLITE Shorts, 65% Polyester/35% Cotton Ripstop. Code 
#0334970002. 


Note: Shorts may be hemmed one to two inches above the knee. 
Shoes 

Sworn Uniformed Personnel 

Solid Black tennis shoes without logos of any other color. 
Non-Sworn Uniformed Personnel 


Rocky brand Slip Stop Oxfords 2034 C or Converse Model C8165 Athletic Oxford Work shoes. 
Personnel will also be authorized to wear all black, leather, athletic shoes that can be polished 


Socks 
White Crew socks. Socks shall not be worn higher than mid-calf. 
When Authorized to Wear 


Summer uniforms are authorized for wear throughout the year by LAWA/VNY uniformed 
personnel when the predicted temperature is over 80 degrees, or unless otherwise directed. 


The Summer uniform is optional for Security Officers and supervisors assigned to traffic control 
duties only. 


Issuance and Replacement 


The Summer Uniform is an optional duty uniform to be purchased by the employee with his/her 
own personal funds and is non-reimbursable. 


Maternity Uniform Specifications 
Uniform Specifications 
Blouse 


The blouse shall be serge, wool or polyester with a long or short sleeve. 


Manual of the Los Angeles World Airports Police 


6/3.13 


CHAPTER VI — Uniforms and Grooming 


Tailoring 
The blouse shall be tailored in the following fashion: 


Open side seams to within 2-1/2 inches below the armhole. The cutting shall be made by the 
pocket and angling slightly upward. 


The front fabric shall be folded under the pocket toward the front opening. 


A piece of fabric seven inches wide shall be inserted from the angular cut toward and down to 
the bottom of the shirttail. 


The shirt shall have a sewn-up side seam, angular cut toward the pocket and the length of the 
under-fold. The under-fold shall be tacked from the inside. 


The pleat front expands as pregnancy increases. 

The under-fold measurement will vary according to the size of the maternity shirt. 

Trousers 

The trousers shall be serge, 100% Wool, equal or superior to Raeford Style No. 8250, 16-16-1/2 
0z on a 60-inch width. Trousers shall be lined with Poly -T or equivalent fabric on the back only. 

They shall have an insert panel, made of Poly Spandex, with a 1-1/2-inch elastic ban roll across 


the top. 


The maternity uniform shall not display any police or law enforcement insignia and match the 
color of the employee’s respective Class A or B uniform. 


When Authorized to Wear 
The maternity uniform may only be worn while on duty working inside and away from any threat. 


The maternity uniform is an optional duty uniform and must be purchased with the employee's 
own personal funds. 


Employees who choose not to wear a maternity uniform may wear plain clothes maternity 
clothing which follow the below listed criteria: 


Business style dress, skirt or slacks (no sweat pants or jeans). Hemline of dress or skirt shall be 
of a professional and business style length; 


Business style shirt with collar, sweater or blouse; 

Casual shoes; 

Hosiery shall be of a solid business style color without patterns. 
Pre-Academy and Defensive Tactics Instructor Uniform Specifications 


Physical Fitness Uniform - Specifications 
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T-Shirt 

The physical fitness t-shirt shall be dark blue in color, 100% cotton, long or short sleeve. 
A badge image shall be embroidered on the left front chest with the words "Training" or 
"Defensive Tactics" in gold lettering on the top of the badge and the words "Training Staff" or 
"Instructor" embroidered on the front right hand side of the chest. 

The T-Shirt shall be equal or superior in quality to the Beefy brand t-shirt. 

Sweat Pants 

The fitness sweat pants shall be dark blue in color, nylon, inner draw string. 

They shall be equal or superior in quality to Port and Company brand sweatpants. 
Shorts 

Shorts shall be dark blue in color, 100% cotton, inner draw string. 

Running Gloves 

Running gloves shall be blue. 

Instructor Uniform - Specifications 

Polo Shirt 


The instructor polo shirt shall be a short sleeve dark blue 100% cotton golf-style shirt with three 
buttons. 


A badge image shall be embroidered on the left front chest with the words "Defensive Tactics" 
embroidered in gold lettering on the top of the badge with the name of the instructor and the 
words "Instructor" embroidered on the front right hand side of the chest. 

Airport Police patches shall be silk screened in gold on both sleeves. 

The polo shirt shall be equal or superior in quality to the Port Authority brand polo shirt. 

Pants 

The instructor pants shall be dark blue BDU pants. 

When Authorized to Wear 


The physical fitness uniform shall be worn whenever instructors are involved in physical training 
of personnel in defensive tactics, training sessions, and physical fitness. 


The Instructor Uniform shall be worn whenever instructors are engaged in classroom training 
instruction. 
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Replacement Schedule 


Initial issuance of the physical fitness uniform includes the items listed below. The replacement 
schedule for all uniform pieces will be on either an annual or semiannual basis as noted. 


Item Qty Replacement Schedule 
T-Shirt 4 Two times Annually 
Shorts 4 Two times Annually 
Sweats 4 Two times Annually 
Polo Shirts 3 Annually 


6/3.14 Raid Jackets 


Raid Jackets shall be issued to all sworn personnel assigned to plainclothes special 
assignments or staff duties. 


Specifications 

Raid Jackets shall be dark blue in color, nylon with white inner liner, white stenciled Airport 
Police patches on each shoulder, a stenciled badge, and the words "Airport Police" stenciled on 
the back. 

Metal rank insignia shall be used to identify the rank of the wearer. 

When Authorized to Wear 

Raid jackets shall be worn by sworn personnel assigned to plainclothes special assignments or 
staff duties whenever an immediate response to an unusual occurrence is needed by additional 
sworn personnel. 

Gang Intelligence Detail Uniform - REMOVED 

Administrative Uniform 

SACU/Traffic Unit Administrative Uniform Specifications 

Polo Shirt - Dark green color, 100% treated 6.4 oz. interlocked cotton fabric, 3 button collar, mic 
loop pockets on each shoulder and at the bottom of the placket at sternum level, reinforced dual 
pen pocket, long or short sleeve, equivalent or equal to the 5.11 brand Tactical Polo Shirt. 


Embroidered gold Security badge with the employee's name embroidered in gold lettering. 


Pants - Dark green or khaki color pants equal or superior to Dockers brand pants or uniform 
pants as specified in Section 6/1.3.D.1. 


Civilian Administrative Staff Uniform Specifications 
Polo Shirt - Tan color, 100% treated 6.4 oz. interlocked cotton fabric, 3 button collar, mic loop 


pockets on each shoulder and at the bottom of the placket at sternum level, reinforced dual pen 
pocket, long or short sleeve, equivalent or superior to the 5.11 brand Tactical Polo Shirt. 
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Embroidered gold LAWA logo with the employee's name embroidered in gold lettering. Unit of 
assignment embroidered in gold lettering is optional. 
Pants - No specifications at this time. 
Sworn Administrative Staff Uniform Specifications 
Polo Shirt — Black color, short sleeve, Polo shirt. 5.11 Tactical Performance Polo Shirt (#71049 
male cut or #61165 female cut) or equivalent. Shirt to have Airport Police Badge with black 
background and subdued grey embroidered into shirt on the left front chest. The employee’s 
name is to be embroidered on the front right hand side of the chest in subdued grey block 


lettering. 


Pants — Black color, United Uniform LAPD ATU Cargo Trouser (Galls Item #TU423 BLK) or 
equivalent. 


Note: Sworn Training Unit staff is exempt from the above uniform specifications. 

Rangemasters 

Polo Shirt - Red color, 100% treated 6.4 oz. interlocked cotton fabric, 3 button collar, mic loop 
pockets on each shoulder and at the bottom of the placket at sternum level, reinforced dual pen 
pocket, long or short sleeve, equivalent or equal to the 5.11 brand Tactical Polo Shirt. 
Embroidered gold Police badge with the employee's name embroidered in gold lettering. 

Pants - No specifications at this time. 

When Authorized to Wear 

Administrative uniforms are an alternative to wearing a uniform or formal business attire while 
performing administrative duties inside an office environment. These uniforms are not to be 


worn while on duty performing patrol, security or traffic functions. 


Administrative uniforms shall be the authorized uniforms for the following specialized units or 
designated periods: 


Information and Intelligence Center (APIIC-ARCC) 

Firearms Training Unit 

K-9 Unit (*for training only) 

Lost and Found Unit 

Training and Recruitment Unit 

Any employee assigned to a plainclothes detail at the discretion of their unit supervision. 
Issuance and Replacement 


The Administrative uniform is considered optional duty equipment, to be purchased and 
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replaced by the employee. 

The Division will provide the first set of Administrative uniforms including two (2) shirts and two 
(2) pants for officers and supervisors assigned to the specialized units and periods specified in 
Section 6/3.16.E.2. All replacement or additional uniforms will be purchased at the officer’s 
expense. 

Commercial Enforcement Unit Training Uniform - Specifications 


Note: The Commercial Enforcement Unit training uniform is optional duty equipment, to be 
purchased by the employee. 


Shirt 


The shirt shall be black, twill 65/35 poly-cotton material, which meets or exceeds Transcon 
Model 701JAB shirt specifications. 


Trousers 


The trousers shall be black, twill 65/35 poly-cotton material, which meets or exceeds Transcon 
Model 701JAB trouser specifications. 


Badges and Insignia 

Badge 

A LAWA Police-issued badge shall be worn as specified in Section 6/1.4.A.1. 
Name Tag 


A cloth name tag, black, 1" high with 1/2" gold colored lettering, shall be worn as specified in 
Section 6/1.4.B. 


Patches 

Two department issued patches shall be worn as specified in Section 6/1.4.C. 

Traffic Enforcement Insignia 

Two Traffic Enforcement insignias (an embroidered patch with a gold wheel with wings) shall be 
worn by Commercial Enforcement Unit personnel. The insignia shall be worn centered % “ 
below the Airport Police patch. 

When Authorized to Wear 


The Training Uniform shall only be worn during training and while assigned to commercial 
enforcement duties. 
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7/1 Use of Firearms 

7/1.1_ Firearm Discharge Reporting 

A. Discharge of Firearm - Notifications Required 
Whenever an officer discharges a firearm, whether or not the firearm is the officer's duty 
weapon, and whether the officer is on or off duty, the officer shall report the discharge to the 
LAWA Police on-duty Watch Commander as soon as possible, and provide all details of the 
discharge. 


B. Exceptions 


Excluding discharges which result in injury, death, or damage to property, no notification shall 
be required under the following circumstances: 


1. While on the firing line of a shooting range with specific authorization of the Range Master to 
begin firing (i.e. - When cleared to begin firing). 


2. While engaged in recreational shooting, other than on a shooting range, when in an area 
authorized for shooting and/or hunting, following all laws and regulations governing that activity. 


7/1.2 Unintentional Discharge of Firearm 

Whenever an officer reports, or a supervisor becomes aware, that an authorized duty weapon was 
unintentionally discharged on or off duty, the watch commander shall assign a supervisor to investigate 
the incident. 


A. Assigned Supervisor 


1. The supervisor shall complete a Complaint form, based on facts known at that time, as outlined 
in Section 3/1.2. The Complaint form shall be processed per standing procedures. 


2. The officer shall surrender the involved weapon, unloaded, including any ammunition contained 
in the weapon at the time the discharge occurred, to the assigned supervisor, who will 
immediately forward the weapon and ammunition to the rangemaster. 


3. The supervisor shall issue a replacement duty weapon to the officer if the Rangemaster is not 
on-duty or is unavailable. 


Note: A loaner weapon is located in the Watch Commander’s Office safe. 

B. Rangemaster 

1. Weapon Inspection 
The Rangemaster shall inspect the weapon to ensure it is a LAWA Police approved primary, 
backup, or off-duty weapon, has no defects and is operationally safe prior to returning the 


weapon and allowing the officer to carry said weapon for duty use. 


Note: If the weapon does not come under the above specifications, the Rangemaster shall 
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inspect the ammunition contained in the weapon to insure the ammunition is the correct type for 
the weapon, and if the ammunition is legal for ownership in the State of California. 
Ammunition Inspection 


The Range Master shall inspect the ammunition contained in the weapon to ensure the 
ammunition is authorized for duty use. 


Reporting Requirements 

The Rangemaster shall complete a report detailing the results of the weapon inspection and 
forward a copy of this report to the Investigations and Selection Unit O.1.C., the officer's Section 
Commander, and the Professional Standards Section Commander. 

Weapon Replacement 

If the weapon inspection finds that the weapon is unsafe to carry for duty use, and the weapon 
is a LAWA Police -issued weapon, the Range Master shall issue a replacement duty weapon to 
the officer. 

The officer shall be required to qualify with the replacement weapon as soon as practical. 

If the officer requests to use a privately owned weapon as a replacement duty weapon, the 
Rangemaster shall inspect and approve the weapon prior to the officer carrying the weapon for 
duty use as outlined in Section 7/2.5. 

If the weapon inspection finds that the weapon is unsafe to carry for duty use, and is a privately 
owned authorized duty weapon, the Rangemaster shall issue a replacement duty weapon to the 
officer. 

The officer shall be required to qualify with the replacement weapon as soon as practical. 

Note: If the officer requests to use a privately owned weapon as a replacement duty weapon, 
the Rangemaster shall inspect and approve the weapon prior to the officer carrying the weapon 
for duty use as outlined in Section 7/2.5. 

The officer shall be issued a memo from the Rangemaster that the weapon is unsafe to carry for 
duty use, and must be repaired by a gunsmith, in addition to being inspected and tested by the 
Rangemaster prior to being carried for duty use. A copy of this memo shall be forwarded to the 
officer's Commanding Officer. 


Upon completion of repair of the weapon, the officer shall present a receipt from a certified 
gunsmith for cost of the weapon repair. 


The Rangemaster shall inspect and test the weapon prior to approving the weapon for duty use. 
Use of Firearm Resulting in Injury or Death 
On/Off Duty - LAWA Property 


Whenever an officer is involved in an on or off duty officer-involved shooting on LAWA property 


Manual of the Los Angeles World Airports Police 


CHAPTER VII — Weapons and Use of Force 
(for use of Firearms resulting in injury or Death off LAWA property, see 7/1.5 B.) resulting in 
injury or death, the following procedures shall be followed: 
Involved Officer 
The involved officer shall: 
Request paramedics; 


Request additional officers and establish a perimeter to protect the integrity of the location and 
preserve evidence; 


Notify the on-duty watch commander, as soon as possible, either by radio or phone, of the 
incident; 


Communications Unit 


When Communications Unit becomes aware of an officer-involved shooting incident, 
Communications Unit shall immediately: 


Contact the Watch Commander; and, 

Activate the Automated Notifications System. 

Watch Commander 

The Watch Commander shall immediately ascertain whether or not a gunshot wound(s) has 
been inflicted, and the circumstances surrounding the shooting. The Watch Commander shall 
also: 

Dispatch a supervisor to the scene. 

Notify the Chief of Airport Police, the Deputy Chief, the Assistant Chiefs, the Section Head, 
Professional Standards Section, who will assign Internal Affairs Investigators to respond to the 
scene, the Deputy Executive Director of Airport Law Enforcement & Protective Services, and 


on-call Media Relations Coordinator. 


Note: A minimum of two Internal Affairs Investigators shall be assigned to respond to the scene 
of all Officer-Involved Shooting incidents. 


The Deputy Executive Director of Airport Law Enforcement & Protection Services shall be 
responsible for notifying LAWA's Chief Executive Officer of the officer-involved shooting. If 
requested, the Deputy Executive Director of Airport Law Enforcement & Protection Services 
shall notify members of the Board of Airport Commissioners. 


In addition to the above notifications, the Watch Commander shall notify the LAPD's Force 
Investigation Division (via LAPD LAX Substation) or the law enforcement agency with 
jurisdictional authority where the incident occurred. 


Assigned Supervisor 
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The assigned supervisor shall: 

Request additional officers, if needed, and secure the scene; 

Ensure sufficient medical aid is on-scene; 

If the involved officer is required to remain at the scene of the incident, but has no duties to 
fulfill, the supervisor shall assign an officer to take the involved officer to a quiet area away from 
the scene and remain with him/her. The assigned officer shall be advised not to discuss details 
of the incident with anyone except the supervisor, as directed. 

Note: When possible, the assigned officer should be a supportive friend of the involved officer. 
Attempt to obtain a brief overview of the situation from any non-shooting officer(s); 

Note: In the event that there are no non-shooting officers, the supervisor should attempt to 
obtain a brief summary of the incident from one shooting officer. Only minimal, preliminary 
questions should be asked about the incident. The officers should be advised that a more 
detailed debriefing will be conducted at a later time. 


If necessary, the supervisor may administratively order any involved officer to immediately 
provide public safety information necessary to secure the scene and pursue suspects; 


Note: Public safety information shall be limited to outstanding suspect information, number and 
direction of shots fired, parameters of the incident scene, identity of Known witnesses and 
similar information. 


Absent a voluntary statement from any officer(s), the supervisor should not attempt to order any 
officer to provide other than public safety information. 


Provide all available information to the Watch Commander and Communications Unit. If 
feasible, sensitive information should be communicated via telephone. 


Have the involved officer(s) transported back to the station and request an additional supervisor 
meet the officer(s) at the station to isolate the officer(s) from other officers; 


Note - If two or more officers are involved in the incident, they shall be transported separately. 


Assign an officer as a scribe and prepare a scene log to record the arrival of involved 
investigative personnel at the location; 


Assign officers to locate witnesses to the incident; 

Stand by for the arrival of Internal Affairs Investigators and LAPD's Force Investigation Division 
officers or investigators from the law enforcement agency with jurisdictional authority, if 
responding. 

When Internal Affairs Investigators, LAPD Force Investigation Division Detectives or 


investigators from the law enforcement agency with jurisdictional authority arrive, the supervisor 
shall provide assistance and cooperate fully with the investigators. 
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Involved Officer at the Station 
When the involved officer(s) arrives at the station, the supervisor at the station shall: 
Isolate the officer(s) from other officers; 


Ensure no caffeine or other stimulants or depressants are given to the officer(s) unless 
administered by medical personnel; 


Meet with the officer(s) to: 

Discuss standard investigation procedures that will occur; 

Advise the officer(s) that he/she may request legal counsel; 

Advise the officer(s) not discuss the incident with anyone except an attorney, association 
representative, LAWA Police, LAPD investigator or an investigator from the law enforcement 
agency with jurisdictional authority. 

On Duty/Off Duty - Off LAWA Property 

Whenever an officer is involved in an on or off duty officer-involved shooting, (i.e. - Accidental 
Discharge with Injury or Intentional Discharge with injury), outside the property of LAWA, the 
following procedures shall be followed: 

Involved Officer 

The involved officer shall: 

Request paramedics; 


Notify the local law enforcement agency with jurisdictional authority; and, 


Notify the on-duty watch commander, as soon as possible, either by radio or phone, of the 
incident. 


Watch Commander 


The Watch Commander shall immediately ascertain whether or not an injury has been inflicted, 
and the circumstances surrounding the shooting. The Watch Commander shall also: 


Dispatch a supervisor to the scene if the incident occurred in the city of Los Angeles, County of 
Los Angeles, and those counties bordering Los Angeles County, including: 


Orange County. 
San Bernardino County. 
Riverside County. 


Ventura County. 


Manual of the Los Angeles World Airports Police 


CHAPTER VII — Weapons and Use of Force 


Kern County. 


If the incident occurs beyond the counties listed above, the Watch Commander shall contact the 
Command Duty Officer for authorization prior to dispatching the supervisor to the location. 


Make notifications to: 

The Chief of Airport Police; 

The Command Duty Officer, who shall determine whether a supervisor or Internal Affairs 
Investigators shall be dispatched to the location, depending on the location of occurrence and 


seriousness of the circumstances surrounding the shooting. 


The Officer-In-Charge, Investigations and Selection Unit, who will assign Internal Affairs 
Investigators to respond to the scene. 


In addition to the above notifications, the watch commander shall notify the agency with 
jurisdictional authority where the incident occurred. 


Assigned Supervisor/Internal Affairs Investigators 

Upon arrival, the assigned supervisor and/or Internal Affairs Investigators shall liaison with the 
on-scene investigator or supervisor of the agency with jurisdictional authority if the shooting 
occurred outside of the City limits, request a summary of the situation and a copy of any reports 
generated by the incident. 

Surrender of Involved Weapon 

Whenever an officer is involved in an officer-involved shooting, the officer shall surrender the 
involved weapon to the agency with jurisdictional investigative authority if requested to do so. If 
the officer is not requested to do so, the weapon shall be surrendered to the assigned 
supervisor, who shall forward the weapon to the Rangemaster for weapon inspection. 

If the involved weapon is the officer's duty weapon, the assigned supervisor shall ensure that an 
alternate duty weapon is available to the officer, unless circumstances indicate the officer 
should not be armed (i.e. - circumstances of shooting or the mental state of the officer). 

The involved officer shall re-qualify with any loaned duty weapon as soon as practical. 

Media Relations 


All media inquiries related to an officer-involved shooting incident shall be referred to the LAWA 
Police Public Information Officer or designee. 


Administrative Responsibilities 
Reassignment of Officer 


Any officer involved in a shooting which results in an injury to anyone shall: 
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Be removed from field duty and reassigned to administrative duties pending the outcome of an 
administrative review of the incident; and, 


Not be returned to field duty until certified to do so by the City Personnel Department Medical 
Services Section psychologist. 


Critical Incident Stress Debriefing 


LAWA Police personnel involved in any way with the shooting incident will be required to attend 
a critical incident stress debriefing, which will be conducted by a contracted mental health team. 


Investigative Responsibility 

Administrative Investigation 

All accidental discharges of firearms with injury or death involved and all intentional discharges 
of firearms shall be investigated administratively by LAPD's Force Investigation Division 
investigators. At the conclusion of the investigation, LAPD Force Investigation Division shall 
forward the final report to the Deputy Executive Director of Airport Law Enforcement & 
Protection Services. 

The Police Commission Office of the Inspector General will prepare an independent analysis of 
the administrative report and submit the report to the Board of Airport Commissioners for their 
consideration as part of the review process. 

Criminal Investigation 

LAPD investigators, in conjunction with the Los Angeles County District Attorney's Roll-Out 
Team, shall conduct the criminal investigation of all officer-involved shootings that occur within 
LAWA property or the City of Los Angeles. 

The agency with jurisdictional authority, when the shooting occurs outside of LAWA property 
and the City of Los Angeles shall conduct any criminal investigation resulting from an officer- 
involved shooting. 

Review and Recommendation 

The Command Staff and the Chief of Airport Police shall review all Accidental Discharge and 
Officer-Involved- Shooting reports. Based on the review, the Chief shall recommend the 
following actions: 

Training Needed; 

Within Policy, No Action Taken; 

Not Within Policy, Disciplinary Action Recommended. 

Board of Airport Commissioners (BOAC) Review 

All officer-involved shootings resulting in injury or death will be reviewed by the BOAC following 


the regular internal review process. 
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All officer-involved shootings to be reviewed by the BOAC will be forwarded to the Deputy 
Executive Director of Airport Law Enforcement & Protection Services, following the internal 
review and evaluation. 

Review Process 


The involved employee(s) Section Commanding Officer shall provide a preliminary report and 
briefing of each officer-involved incident presented to the BOAC for review. 


Additional briefings shall be provided to the BOAC upon conclusion of the Coroner's Office 
Inquest and any other investigations conducted pertaining to the officer- involved shooting. 


The BOAC will review the officer-involved shooting and all documentation and either concur with 
the LAWA Police findings or disagree with all or part of the findings. 


If the BOAC disagrees with an officer-involved shooting finding, it may request the Deputy 
Executive Director of Airport Law Enforcement & Protection Services to direct the LAWA Police 
Review Team to reconvene and review those specific areas of BOAC concern. 


The Deputy Executive Director of Airport Law Enforcement & Protection Services or his/her 
designee will re-brief the BOAC on any returned investigation. 


Firearms Specifications 


Policy 


All firearms and ammunition to be carried by sworn personnel, on or off duty, shall be approved by Los 
Angeles World Airports. 


Definitions 


Primary Firearm 


A primary firearm is the Department approved firearm, which an officer is required to carry on 
duty. 


A primary firearm may also be a firearm that meets Additional Firearms specifications, as 
outlined in Section 7/2.4, and is carried on duty as a primary firearm by a sworn employee 
working a plainclothes or staff assignment. 

Additional Firearm. 


An additional firearm is any other firearm an officer is authorized to carry on duty, in addition to 
or in lieu of the primary firearm. 


Off Duty Firearm. 
An off duty firearm is any approved concealable firearm an officer carries when off duty, by 


virtue of their employment as Airport Peace Officers as outlined in California Penal Code 
Section 830.33 (refer to Section 7/2.4 - Off-Duty Firearms - Authorization and Specifications). 
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Firearm Accessory 

An item, not part of the original firearm, which is attached to the firearm to: 

Enhance the abilities of the firearm (i.e. - laser sights, OEG sighting system, etc.). 

Enable the firearm to be carried for long periods of time (i.e. - Sling, sling mounts, etc.). 
Enable more ammunition to be carried (i.e. - Shotgun side saddle, speed load stocks, etc.). 
Firearms - General 

Purchasing of Firearms, Firearm Accessories and Ammunition 


Note: Firearms, firearm accessories and ammunition purchasing shall be a collateral duty of the 
Force Sergeant. 


Purchase/Training/Work Request 

All Purchase/Training/Work Requests for firearms, firearm accessories, or ammunition shall be 
forwarded to the Rangemaster. The Purchase/ Training/ Work Request shall have the name of 
the Rangemaster as the contact person and the LAWA /LAX Police Range address as point of 
delivery. 


Note: Firearms purchases for LAWA/LAX, LAWA/ONT, LAWA/VNY, and LAWA/PMD shall be 
the responsibility of the LAWA /LAX assigned Force Sergeant. 


Processing 

The Rangemaster shall sign the Purchase/Training/Work Request, retain a copy of the Request, 
and forward the request, via chain of command, to the Commanding Officer, Professional 
Standards. 


Upon delivery of the merchandise, the Rangemaster shall be forwarded to Fiscal Support Unit 
for processing. 


Delivery 

Rangemaster 

Upon approval, the Purchase/Training/Work Request shall 
Ensure the delivery is correct; 


Record the serial number of all firearms received and lot number of any ammunition delivered 
on the original invoice; 


Note: If the delivery is a firearm accessory that has a serial number, the serial number shall be 
recorded on the original invoice. 
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Copy the invoice and attach it to the Purchase/ Training/Work Request copy; 
Forward the original invoice to Fiscal Support Unit; 
Contact the requestor for pickup of their items. 


Exception: Firearms shall not be released until they are registered per instructions in section B. 
below. 


Fiscal Support Unit 


Upon receipt of an invoice for firearm purchase, Fiscal Unit shall obtain an Asset number for 
each firearm purchased. 


Registration of Firearms 

City Owned Firearms 

The Rangemaster shall ensure all firearms purchased by LAWA Police are properly entered into 
the Automated Firearms System (AFS) via CLETS as an institutional weapon by the Los 
Angeles Sheriff Department within ten (10) days of delivery as specified under California Penal 
Code Section 12078 (2). 


A random sample of firearms shall be checked via AFS by the Rangemaster to ensure 
registration compliance. 


Privately Owned Firearms 
All privately owned firearms carried as either a primary, additional, or off- duty weapon by LAWA 
Police personnel shall be registered as required by law. The firearm shall be registered to the 


sworn employee in possession of the firearm. 


Any new firearm purchased by an officer for use either on or off duty and found not to be a 
registered firearm shall be registered within 30 days. 


All privately owned firearms approved for duty use by LAWA Police personnel shall be entered 
into the LAWA Firearms Database. 


An audit of privately owned firearms carried on duty by sworn officers shall be conducted by 
Rangemaster. 


The carrying of an unregistered firearm is prohibited. 
LAWA Firearms Database - City Owned Firearms 


The Rangemaster shall enter the firearm information into the LAWA Firearms Database after 
completion of firearm registration. 


Firearms Inventory 


The Rangemaster shall be responsible for conducting an audit of all City owned firearms issued 
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to LAWA Police annually. A report of the results of this audit shall be forwarded, via chain of 
command, to the Commanding Officer, Professional Standards. 
Records Retention 


The Rangemaster shall be responsible for retention of all firearm, firearm accessories and 
ammunition Purchase/Training/Work Requests. 


Lost/Stolen City Firearm 
Employee - Responsibilities 


Whenever a sworn employee of the LAWA Police discovers that his/her City-issued firearm has 
been lost or stolen, the employee shall immediately: 


Contact the LAWA Police Operations Center or the Watch Commander where the employee is 
assigned to obtain the serial number of the firearm from the Firearms database; 


Report the lost or stolen firearm to the agency having jurisdiction of the area where the loss or 
theft occurred; 


Obtain a copy of the report and fax a copy of the report to the on-duty Watch Commander; 
Note: If the employee cannot obtain a copy of the report, the Watch Commander shall notify the 
Rangemaster. The Rangemaster or designee shall contact the involved agency and attempt to 
obtain a copy of the report. 

Draft an Employee's Report, outlining the circumstances of the loss or theft, addressed to 
his/her immediate supervisor. A copy of the Employee's Report shall be forwarded to the 
Rangemaster responsible for the employee's assigned work location. 


Note: If the loss or theft occurred while the employee was off-duty or on vacation, the employee 
shall complete an Employee's Report upon returning to work. 


Watch Commander - Responsibilities 

The Watch Commander shall: 

Advise the employee to report to the range, during business hours, to have another duty firearm 
issued to him/her and to qualify with the firearm either before or prior to the employee's regular 


duty shift; 


Notify the Rangemaster, the employee's immediate supervisor and Commanding Officer of the 
incident; 


Request the Rangemaster issue another duty firearm to the employee; 


Forward the faxed copy of the police report to the employee's immediate supervisor and an 
additional copy to the Rangemaster; 


Note the incident on the Watch Commander's Log; 
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Employee's Supervisor 

The employee's supervisor shall: 

Review the Employee's Report and Police Report to determine whether the loss or theft was a 
result of negligence or carelessness on the part of the employee. The supervisor may attach 
recommendations to the Employee's Report and forward the paperwork to the employee's 
Commanding Officer. 

If the supervisor determines that the loss or theft was a result of negligence or carelessness on 
the part of the employee, a Complaint Form shall be completed by the supervisor. A copy of the 
Complaint Form shall be attached to the Employee's Report. 


Verify that the firearm was entered into the Automated Firearms System by the reporting 
agency. 


Commanding Officer - Responsibilities 

The employee's Commanding Officer shall: 

Review all reports concerning the incident. If the Commanding Officer agrees with the 
recommendation of the employee's supervisor that no misconduct occurred, the Commanding 
Officer shall draft a memo indicating no misconduct occurred and forward the reports to 
Records Unit. 

If the Commanding Officer determines that possible misconduct occurred, and no Complaint 
Form was completed, the reports shall be returned to the employee's supervisor for appropriate 
action. 

Rangemaster - Responsibilities 


The Rangemaster shall: 


Obtain a copy of the Police Report if no copy was obtained by the employee. A copy shall be 
forwarded to the employee's supervisor. 


Issue a replacement duty weapon to the employee upon receiving the request from the Watch 
Commander. 


Update the LAWA Firearms Data Base to indicate the loss or theft of the employee's firearm and 
the serial number of the employee's replacement issued duty weapon. 


Retain all reports pertaining to lost or stolen firearms. 
Recovered City Owned Firearm 
Lost/Stolen/Seized 


Watch Commander 
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Whenever the LAWA Police is informed that a firearm registered to LAWA Police and reported 
as lost or stolen has been recovered, or that a City-issued firearm had been seized during a 
Domestic Violence incident, the Watch Commander shall contact the concerned agency and 
ask if the firearm can be released to the LAWA Police. If the agency agrees to release the 
firearm, the Watch Commander will dispatch a supervisor to recover the firearm. 


Note: The Watch Commander shall arrange for the recovered firearm to be shipped to the 
Range if he/she determines that driving distance to the agency is unreasonable. 


Supervisor 


The supervisor shall recover the firearm and request a copy of any reports relating to the 
recovery of the firearm. The firearm shall be forwarded to the Rangemaster. 


Rangemaster 
The Rangemaster shall: 
Update the LAWA Firearms Data Base to indicate the recovery of the firearm. 


Verify that the firearm was entered into the Automated Firearms System as "Recovered" by the 
reporting agency. 


Used in the Commission of a Crime 

Watch Commander 

Whenever the LAWA Police is informed that a firearm registered to LAWA Police was used in 
the commission of a crime and has been booked as evidence, the Watch Commander shall 
contact the concerned agency, request a copy of any reports associated with the firearm, and 
ask if the firearm can be released to the LAWA Police after adjudication of the case. The Watch 
Commander shall notify the Rangemaster and the Professional Standards Section Commanding 
Officer. 

Rangemaster 

The Rangemaster shall: 


Update the Firearms Data Base to indicate the firearm was booked as evidence. 


Verify that the firearm was entered into the Automated Firearms System as "Evidence" by the 
reporting agency. 


Note: Refer to Part F, this directive, for destruction of City firearm by outside agency 

Return of City Firearm 

Employees who resign, transfer to another City Department, or are terminated shall return their 
City issued firearm to a sworn supervisor or a sworn employee of the Range Detail. Duty 


weapons turned in after business hours shall be placed in the Watch Commander's safe until 
Range Detail personnel retrieve it. 
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Note: Sworn employees who are reassigned to LAWA/ONT, LAWA/VNY or LAWA/PMD from 
LAWA/LAX shall retain their City-issued firearm. 


2. Sworn employees who are suspended as a result of disciplinary action shall turn their City- 
issued firearm in to the Watch Commander or on-duty supervisor as required. 


a. Watch Commander 


The Watch Commander or involved supervisor shall store the firearm in the Watch 
Commander's safe and notify the Rangemaster to recover the firearm as soon as possible or by 
next business day. Notifications shall also be made to the Patrol Services Section and the 
Professional Standards Commanding Officers. The Watch Commander shall note this event on 
the Watch Commander's Log. 


Note: Under no circumstances shall firearms be permanently stored in the Watch Commander's 
safe. Firearms turned in by suspended or terminated employees shall be returned to the Range. 


b. Rangemaster 
The Rangemaster shall update the LAWA Firearms Data Base to indicate the firearm was 
returned. The Professional Standards Section Commanding Office shall be notified of the 
returned firearm. 

3. Sworn personnel shall not possess more than one City issued firearm to be used as a primary 
firearm as defined in Section 7/2.3.A.1. Any additional City-issued firearms shall be returned to 
the Rangemaster 

E. Destruction of City Firearms 


1. LAWA Police 


Whenever a City owned firearm becomes inoperable, obsolete, or is damaged beyond repair, 
the firearm shall be destroyed. 


The Rangemaster shall compile a list of firearms to be destroyed and the reason for the 
destruction of each firearm, in memo format and forward the memo, through chain of command, 
to the Commanding Officer, Professional Standards, who shall review the memo. If approved, 
the memo shall be forwarded back to the Rangemaster. 


The Rangemaster shall contact LAPD Property Division and arrange for the destruction of the 
firearms by LAPD in accordance with their current procedures. 


2: By Outside Agency 
Whenever LAWA Police discovers that a City owned firearm has been destroyed by an outside 
agency, the Rangemaster shall request any reports related to the destruction of the firearm. The 
LAWA Firearms Data Base shall be updated to indicate the firearm was destroyed. 


7/2.3 Primary Firearm Specifications 
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Revolvers 

Manufacturer - Smith and Wesson or Colt. 

Frame — Metals rated for +P ammunition. 

Caliber - .88 Special or .357 (may only be used with .38 Special ammunition). 


Finish - Blue steel, parkerized or stainless steel. Teflon, hard chrome and other hi-tech finishes 
must be inspected and approved by the Rangemaster prior to use. 


Barrel Length - 4 to 6 inches. 

Barrel Diameter - Not to exceed 15/16ths of an inch. 

Sights - Adjustable or fixed rear sight and fixed front sight. Full ramp sights are prohibited. After 
market adjustable, fixed and illuminated sights may be added to privately owned firearms with 


the approval of the Rangemaster. 


Action - Double action only. Revolvers that have single action capability may be carried; 
however they shall be used in the double action mode only. 


Trigger Pull - Minimum of 8 lbs. but not more than 12 lbs. double action. Trigger shoes are 
prohibited. 


Cylinder - Steel, six shot. 
Hammer Spur - Exposed and unaltered. 
Safety Device - Unaltered hammer-block safety. 


Grips - Black or darker tones of brown, no ornamentation except checkering or manufacturer's 
insignia. 


Semi-Automatic Pistols 

Manufacturer/Models - 9 MM 

Beretta/Models 92F, 8000 series, PX4 series. 

Smith and Wesson/Models, 459, 659, 910, SW99, 5900 series, M&P. 
Sigarms / Model P-226 

Glock / Models 17, 19 

Manufacturer/Models - .45 ACP 

Beretta/Model 8045 


Smith and Wesson/Models 645, 4500 series, M&P. 
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C: Sigarms / Model P-220 
d. Glock / Model 21 
Manufacturer/Models - .40 S&W 
a. Beretta/Models 96F, 8040 series. 
b. Smith and Wesson/Models 410, SW99, 4000 series, M&P. 
C: Sigarms / Model P-226 
d. Glock / Model 22, 23, 35 
2. Approved 1911 Single Action (SA) 


Manufacturer/Models — 9mm 


a. Colt/All single action models 
b. Kimber/All single action models 
C: Springfield Arms/All single action models 


Manufacturer/Models - .45 ACP 


a. Colt/All single action models 
b. Kimber/All single action models 
C: Springfield Arms/All single action models 


Manufacturer/Models - .40 S&W 


a. Colt/All single action models 

b. Kimber/All single action models 

C. Springfield Arms/All single action models 

3. Frame - Polymer, steel, alloy or aluminum frame. Conventional or utility rail on dust cover is 


authorized. Aftermarket utility rails are not authorized. 
4. Approved Calibers - 9MM Luger, .45 ACP, or .40 S&W 


5. Finish - Blue steel, parkerized or stainless steel. Teflon, hard chrome and other hi-tech finishes 
must be inspected and approved by the Rangemaster. 


1911 Single Action pistols — Blue, black satin/brushed stainless steel or any combination (two 
tone) of these finishes. High luster finish is not authorized. 
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Barrel/Slide Length - 4 to 6 inches. 
Slide Release — Conventional or tactical extended. 


Barrel (1911 Single Action Pistol) - Conventional or bull barrel taper. Shall not be ported, vented 
or conspicuously protrude from the front of the slide. 


Guide Rod (1911 Single Action Pistol) - Conventional or full length, one or two piece, non- 
polymer construction. 


Slide Serrations (1911 Single Action Pistol) — Front, rear, back and top serrations are 
authorized. 


Sights - S&W windage adjustable rear and fixed front sights. Beretta fixed front and rear sights. 
After market adjustable, fixed and illuminated sights may be added to privately owned firearms 
with the approval of the Rangemaster. 

1911 Single Action Pistol - Combat style fixed or adjustable sights with or without Tritium 
inserts. Dedicated target sights and/or sight ribs are not authorized. Fiber optic sight inserts are 
not authorized. 


Trigger (1911 Single Action Pistol) — Constructed of steel, aluminum or titanium. Trigger press 
shall not be less than 4.5 pounds. 


Checkering (1911 Single Acton Pistol) - Checkering and/or stippling are approved on both the 
front strap and mainspring housing, which may be straight or curved. 


Action Double action or single action 
Magazine — Factory magazines only or factory authorized O.E.M. specifications. 


1911 Single Action Pistol - Magazine body must not protrude below the bottom pistol frame. 
Shall be equipped with a magazine bumper pad. 


Magazine release button — Conventional or tactical 
extended size only. Fully extended or oversized is not authorized. 


Magazine Funnel (1911 Single Action Pistol) — One or two piece tactical steel or aluminum 
construction. Oversized competition funnels are not authorized. 


Hammer Spur — Exposed and unaltered with the exception of Glock and Smith & Wesson Model 
Sigma or M&P Pistols. 


Safety Device — Unaltered hammer-block safety. Single action pistols shall have passed the 
California Department of Justice drop safety test. 


Thumb Safety — Standard or extended length, either single sided or ambidextrous. 


Grip Safety (1911 Single Action Pistol) — Functional beaver tail style, with or without memory 
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pad. 


22. Grips - Black and darker tones of gray, no ornamentation except checkering or manufacturer's 
insignia. 

23. Tactical light/laser mounting rails are optional on duty pistols. 

C. Training Requirements - Glock, Sigarms, and Smith & Wesson Model Sigma or M&P Pistols 
Those wishing to carry Glock, Sigarms, the Smith & Wesson Model Sigma or M&P pistol as a 
primary or additional firearm on duty shall complete a transitional training course and qualify 
with the weapon prior to carrying the pistol for duty use. 

Those wishing to carry the 1911 type pistol as a primary or additional firearm on duty shall 
qualify as an Expert with their current duty weapon, complete a transitional training course and 
qualify with the weapon with a qualifying score of Expert or above prior to carrying the pistol for 
duty. This shall also apply to off duty carry as well. Subsequent qualifications shall be at the 
level of Expert or above. Those failing to qualify at the Expert level or above shall be subject to 
remediation within ten (10) days. Those failing to remediate shall return to their original duty 
weapon until such time they qualify at the level of Expert or above. 

7/2.4 Additional Firearm Specifications 


An additional firearm carried on duty shall conform to the specifications for a primary firearm, 
with the following exceptions: 


A. Revolvers 
1. Manufacturer - Colt or Smith and Wesson. 
2 Barrel Length - Not less than two inches. 
3. Cylinder - Five or six shot. 

B. Semi-Automatic Pistols. 
1. Manufacturer 


9 MM - Beretta/Models 92, 8000, 9000S and PX4 series, all 9MM Smith & Wesson Models 
except the Model 59, Glock Model 26, and Sigarms Models P-239/P-225/P-228/P-229. 


.45 ACP - Beretta/Model 8045 Mini, all .45 ACP Smith & Wesson Models (except SW 1911 
series), Sigarms 


Model P245, Glock Models 30 and 36. 


.40 S&W - Beretta/Model 8040 Mini, 9000S and PX4 series, all .40 S&W Smith & Wesson 
Models, Sigarms Model P-229, Glock Models 23 and 27. 


.380 Caliber Rugar LCP and S&W M&P .380 Bodyguard only. (When carried on duty the .380 
caliber weapons shall only be carried as a back-up, not as a primary weapon.) 
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1911 Type Pistol 

9mm — Colt, Kimber, Springfield 

.45 ACP — Colt, Kimber, Springfield 

.40 S&W — Colt, Kimber, Springfield 

Additional manufacturers may be added at a later date at the discretion of the COAP. 
Magazine - Factory magazines only or Factory authorized O.E.M. specification. 
Barrel Length — No less than 3 inches 


All weapons shall be subject to inspection by the Rangemaster for mechanical and technical 
compliance with this policy. 


Off-Duty Firearm - Authorization and Specifications 


LAWA Police sworn employees are authorized, but are not required to carry a concealable 
firearm off-duty. 


A concealable firearm carried by an off duty officer shall be limited to those which have been 
approved by the Rangemaster and authorized for carrying on duty as either a primary or 
additional firearm. 

Whenever a sworn employee of the LAWA Police Division carries an authorized firearm off-duty, 
the employee shall also carry on his/her person an issued Police identification authorizing the 
employee to carry a concealed weapon. 

Possession Required 

Every LAWA Police Officer shall possess an authorized firearm. 

City Owned Firearms 

All LAWA Police Officers shall be issued a firearm by the Rangemaster. The firearm issued to 
the employee shall be returned to the Rangemaster upon his/her separation from Department 
employment. 


Privately Owned Firearms 


On duty officers may carry, as their primary firearm, a privately owned firearm that meets 
Department specifications and has been approved by the Rangemaster. 


Inspection of Concealable Firearms 
Prior to carrying a concealable firearm(s) on or off duty by virtue of peace officer status (830.33 


P.C.) officers shall present the firearm and a state approved firearm safety device to the 
Rangemaster for inspection and approval. An officer who acquires a previously approved 
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firearm shall present it and a state approved firearm safety device to the Rangemaster for re- 
reinspection and recordation on the acquiring officer's firearms record. 


Note: No privately owned firearm will be approved for duty use if the requesting officer does not 
have in his possession a state approved firearm safety device for the firearm. Inspection and 
recordation on the acquiring officer's firearms record. 


Mechanical Repairs/ Modifications 
City Owned Firearms 
Any officer who discovers that his/her City issued firearm is in need of mechanical repair shall: 


Immediately inform his/her immediate supervisor, who shall contact the Rangemaster and 
ensure the defective firearm is returned to the Rangemaster for repair prior to the officer going 
to his work assignment. 


The Rangemaster shall issue another City owned firearm to the officer, ensure the officer qualify 
with the firearm prior to carrying the firearm for duty use, and arrange repair of the defective 
firearm. 


The officer shall immediately qualify with the loaner firearm. However, if this cannot be done, the 
officer shall be reassigned to the front desk for the remainder of the shift, or until he/she 
qualifies with the loaner firearm. Upon return of the repaired firearm, the Rangemaster shall 
contact the officer and reissue the repaired firearm. The officer shall return the loaner firearm to 
the Rangemaster, and qualify with the repaired firearm prior to carrying the firearm for duty use. 


Under no circumstances shall an officer have a City owned firearm repaired or modified without 
the written approval of the Rangemaster. 


Privately Owned Firearms 

Each officer shall ensure that any mechanical repair or modification of a privately owned 
concealable firearm which the officer intends to carry in the capacity of a peace officer, either on 
or off duty, is inspected and approved by the Rangemaster. The officer shall secure such 
approval, and shall cause the repair or modification to be recorded by the Rangemaster, prior to 
carrying the firearm on their person. 


A firearm shall be resubmitted to the Rangemaster for inspection and approval before such 
firearm is carried on duty when: 


Directed by a supervisor. 
It has been stripped and reassembled (other than field stripping for cleaning purposes). 


There is reason to believe that the safety device designed by the manufacturer has been 
rendered ineffective. 


It is functioning improperly. Mechanically unsafe firearms shall not be knowingly carried on duty. 


A firearm discharged accidentally due to an evidently defective safety device, or for any other 
apparent mechanical defect, shall be presumed to be an unsafe firearm, carried in violation of 
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this policy. 

Maintenance of Firearms 

Firearms carried on duty shall be maintained in a clean and serviceable condition. 
Required Firearms by Assignment 

Uniformed Sworn Officers. 


Officers on duty in uniform shall carry an authorized primary firearm, in the uniform holster, 
attached to the equipment belt. 


Exception: Uniformed officers in an assignment that does not involve physical contact with the 
public may carry in lieu of their primary firearm, an authorized firearm that meets the 
specifications of an additional firearm. 


Plainclothes and Staff Officers. 


Officers assigned to plainclothes and staff positions shall carry a firearm meeting the 
specifications of a primary firearm. 


Exception: With the permission of the concerned Section Commander, officers in plainclothes or 
staff assignments may carry a firearm meeting the specifications of an additional firearm in lieu 
of a primary firearm. 


Carrying of Additional Firearms to Supplement the Primary Firearm (Back-up Guns) 


One firearm meeting the specifications of a Primary or Additional firearm may be carried by on 
duty officers in addition to the Primary Firearm the officer is required to carry. The additional 
firearm shall be concealed and carried in an approved holster device. 


Proper Holstering of Concealed Firearms Carried by On- and Off- duty Officers 


Every officer carrying a concealed firearm shall carry the firearm in an appropriately designed 
holster. An appropriately designed holster is defined as a holster specifically designed for the 
firearm being carried and constructed so that the firearm may be drawn and re- holstered 
without difficulty. Additionally, the firearm shall be secured in the holster either by a retainer 
strap, the sides of the holster or the design of the frame with the trigger covered and 
inaccessible while holstered. 


When a concealed firearm is carried on the person, the holster used shall have a retaining 
mechanism designed to secure the firearm in the holster and the holster shall be securely 
attached to the concerned officer. 


A properly holstered firearm may also be carried in a container, including but not limited to 
purses, briefcases, or gym bags under the officer's immediate control. The container must be 
secured in such a manner that the holstered firearm will not fall out or become accessible to 
unauthorized persons. 


Exception I: If the above requirements are not feasible because of the nature of a particular 
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assignment, or tactical consideration, the concerned Section Commander may grant prior 
written permission for non- compliance. Such permission shall only be granted after careful 
review of pertinent factors and on a case by case basis. 


Exception II: Officers carrying a 1911 type pistol shall have a holster with a retaining strap that 
fits between the pistol frame and the pistol’s hammer while the 1911 is being carried holstered 
with a loaded chamber. (Cocked and Locked) 


7/2.15 Ammunition 


A. 


1. 


Authorized Ammunition 

On-duty officers shall not possess in their firearm, on their person, or on LAWA property any 
ammunition other than which has been approved by the LAWA Police as authorized 
ammunition. 

Note: See Exceptions in Part D 1. 

Off-duty officers who carry a concealed firearm pursuant to their authorization to do so by virtue 
of their employment as LAWA Police Officers shall carry only authorized ammunition in their 
firearms. 


Issuance of Duty Ammunition 


Duty ammunition for LAWA/LAX, LAWA/ONT and LAWA/VNY sworn personnel shall be issued 
by the Rangemasters either on an annual basis or on an as- needed basis. 


Annual Ammunition Replacement 

Due to outdoor erosion and chemical corrosion duty ammunition shall be replaced annually by 
the range staff. Sworn personnel shall be required to fire their current duty ammunition as part 
of their fourth quarterly firearms proficiency course of fire. New duty ammunition shall be issued 
based on the weapon the employee carries. 

As-Needed Basis 

Duty ammunition shall be issued on an as-needed basis whenever a sworn employee: 
Purchases a new primary, additional or backup firearm; 

Purchases extra magazines for an authorized primary, additional or backup firearm; or, 

Is issued a replacement duty firearm. 

Storage of Duty Ammunition 

LAWA/LAX 

Additional duty ammunition in various authorized calibers are stored at the Range in a fire- 


resistant vault. Since this ammunition is stored in a controlled environment, its expiration date 
extends beyond the normal 12 months. 
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Emergency duty ammunition is also stored in the Armory (refer to Sections 16/1.1 and 16/4.4) 
and is replaced on an annual basis. Stored duty ammunition for LAWA/LAX is located at the 
following locations: 


LAX Police Station LAX Range 
6320 W. 96th St. 7171 West Imperial Hwy 
LA, CA 90045 LA, CA 90045 


LAWA/ONT 


LAWA/ONT maintains a small amount of ammunition in a fire-resistant vault. Stored duty 
ammunition for LAWA/ONT is located at the following locations: 


ONT Safety Base Police Services Office 
1230 Tower Drive 1923 E. Avion Drive 
Ontario, CA 91761 Ontario, CA 91761 


Emergency duty ammunition is stored at LAWA/VNY in a fire-resistant vault (refer to Sections 
16/1.1). Stored duty ammunition for LAWA/VNY is located at the following location: 


VNY Police Office 

16461 Sherman Way, Suite 130 

Van Nuys, CA 91406 

Ammunition Restrictions 

Sworn personnel shall not use privately purchased ammunition for duty use. 

Exceptions: Officers firing for personal training purposes at a LAWA Police Range facility may 
possess and fire at that facility privately purchased ammunition provided it is inspected and 
approved by the Rangemaster prior to use. 

The use of reloaded or foreign manufactured ammunition in Department-issued firearms is 
prohibited. Only ammunition approved as authorized ammunition shall be used in issued 
firearms. 

Officers immediately involved in sporting activities may carry any ammunition legally authorized 
for any citizen engaged in the same activity, i.e. hunting or target shooting, provided they are 
using privately owned firearms. 

Possession Required 

Semi-Automatic Firearms 

On-duty uniformed officers assigned to field duty shall carry a minimum of one (1) fully loaded 
magazine in the firearm and two (2) fully loaded reserve magazines of ammunition in 


ammunition carriers on the equipment belt. 


On-duty officers in plainclothes and staff assignments shall carry a minimum of one (1) fully 
loaded magazine in the firearm and one (1) fully loaded reserve magazine. 
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2. Revolvers 

a. On-duty uniformed officers assigned to field duty shall carry a minimum of six (6) rounds of 
ammunition in the firearm and a minimum of twelve (12) rounds of reserve ammunition in 
carriers on the equipment belt. 


b. On-duty officers in plainclothes and staff assignments shall carry a full cylinder of ammunition, 
six (6) or five (5) rounds, and a minimum of an equal number of reserve rounds of ammunition. 


E. Ammunition Specifications 
1. .38 Special Caliber — 130 Grain +P Winchester Supreme JHP Series - #S38SP 


2. 9MM Luger - 127 Grain +P+ Winchester Ranger “T” Series - #RAOTA 


3. .45 ACP — 230 Grain Winchester Ranger “T” Series -#RA45T 
4. .40 S&W — 180 Grain Winchester Ranger “T” Series -#RA40T 
5: .380 ACP Caliber — 95 Grain Winchester Ranger “T” 


Series - #RA380T 
F; Speed Load Devices - Revolvers 


The use of speed load devices for revolvers is mandatory. All such devices shall be inspected 
and approved by the Rangemaster prior to use. 


7/2.16 Duty Shotgun Specifications 
A. Patrol Operations 


The Remington Model 870 pump-action shotgun with a minimum 14-inch barrel is authorized for 
use by sworn officers performing regular patrol functions. 


B. Tactical Operations 
The Remington Model 870 pump-action shotgun with a 14-inch barrel and the Benelli Model 
MT-90 is authorized for use by sworn officers assigned to specialized units during tactical 
operations. 

7/2.17 Authorized Shotgun Ammunition 


The following ammunition is the only authorized approved rounds for the shotgun: 


A. Winchester Ranger Series 12 Gauge 2 % inch Low Recoil 1 oz. Rifled Slugs — Model 
RA12RS15; 


B. Winchester Ranger Series 12 Gauge 2 % Inch Low Recoil 00 Buck (9 Pellet)- Model RA1200 
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7/2.18 Duty Shotgun 
A. Handling of the Shotgun 
ue Prior to deploying the shotgun, a general safety check shall be conducted by the officer. 


2. When transporting the shotgun to and from the vehicle, the weapon shall be handled in the 
following manner: 


a. Safety on; 

b. Finger off of the trigger; 
c: Barrel at high port; and, 
d. Bolt to the rear. 


B. Deployment of the Shotgun 


1. Only sworn personnel who have met current training requirements are authorized to use the 
shotgun. 
2. A safety check will be conducted whenever an officer accepts responsibility for a duty shotgun 


from another officer. 
3. Patrol Services 
a. Sworn personnel assigned uniformed patrol in a mobile unit equipped with a shotgun rack shall: 
(1) Check out a shotgun from the Kit Room prior to the start of watch. In addition to the general 
safety check the overall condition of the weapon shall be inspected for signs of rust, dirt, or any 


worn or missing parts. 


(2) Ensure that the weapon is unloaded, the bolt is to the rear, and the safety is on prior to checking 
the weapon into the kit room at EOW. 


Note - Refer to Section 5/7.1 for issuance and check in procedures. 


b. Shotguns will be equipped with a side saddle ammunition carrier, which will carry four (4) 12 
gauge rounds. 


Cc: Four (4) rounds shall remain in the magazine during normal patrol operations. Officers have the 
choice of 1 oz. slugs or 00-buck rounds. 


4. Plainclothes and Tactical Units Plainclothes and Tactical Units shall utilize shotguns, as needed, 
with the approval of their Commanding Officer. Requirements to perform a general safety check 
shall apply. 

5. Motors Unit 


Sworn personnel assigned to the Motors Unit shall be issued a shotgun for duty use. 
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Vehicle/Motorcycle Storage 


The shotgun shall be stored, locked in the rack system. The only exceptions to this are 
plainclothes or other specialized units who have alternate mounting systems installed in these 
vehicles. 


At the completion of the vehicle inventory, the weapon shall be accounted for on the officer's 
DFAR. 


A loaded shotgun carried in a police vehicle shall contain four (4) rounds of ammunition in the 
magazine, with the bolt forward, and the safety in the “on” position. 


Note: A shotgun shall not be carried or stored with a round of ammunition in the chamber unless 
actively engaged in a threat situation (Sections 7/1.1 and 7/1.2, this Manual). 


Shotgun Accessories 


Duty shotguns are equipped with a Surefire flashlight forearm assembly for low-light and tactical 
situations, as well as a one-point sling swivel. For situations that may require the shotgun to be 
deployed for extended periods of time, officers are encouraged to utilize the one-point sling 
issued to them to minimize and reduce fatigue. 


Undeployed Shotguns 
LAWA/LAX: Undeployed Shotguns shall be secured unloaded in the armory. 


LAWA/VNY, LAWA/PMD and LAWA/ONT: Undeployed shotguns shall be stored in the safe or 
weapons locker. Supervisors shall be responsible for ensuring that undeployed shotguns are 
properly stored and secured. 


Discrepancies 


Officers shall report any discrepancies immediately to the on-duty Watch Commander or 
available supervisor. All malfunctioning shotguns shall be forwarded to the Rangemaster for 
repair. 


Urban Police Rifle (UPR) 
Information 


The possibility of armed attacks in the airport environment is a reality. Attackers, however 
armed, must be confronted rapidly and effectively. The deployment of officers trained in the use 
of and equipped with a UPR provides not only the most effective response to attacks, but also 
provides the best deterrent. Examination of documented attacks in the United States, the Middle 
East and Europe show that immediate intervention is the best response to stop these types of 
attacks. 


In keeping with its proactive stance against terrorism and the protection of members of the 


airport community, the LAWA Police began an Urban Police Rifle (UPR) Program, with the goal 
of deploying officers armed with urban police rifles throughout the Airport. 
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Guidelines for UPR use include, but are not limited to, an unplanned and spontaneous incident 
involving a suspect(s) who is: 


Wearing protective body armor; 
Believed to be armed with or who has immediate access to a high powered weapon(s); 


Believed to be armed and situated in a distant or fortified location which affords the suspect(s) a 
tactically superior position. 


The UPR may be deployed whenever a terminal evacuation occurs to maintain control of high 
ground and/or critical areas. This prevents the use of such areas by potential attackers and 
provides protection (cover) to both the public and officers at the scene. The use of UPRs is 
intended to minimize the risk of death or serious bodily injury to officers as well as members of 
the community. Though the deployment of the UPR is usually restricted to spontaneous events, 
the Chief of Airport Police or the Commanding Officer, Patrol Services Section, may authorize 
their deployment on a pre-planned basis for station defense, in conjunction with a Mobile Field 
Force or in other extraordinary, high-risk emergency events. In every case, deployment of the 
UPR shall be in accordance with the LAWA Police’s Use of Force Policy including all of its 
reporting requirements. 


Definitions 

Urban Police Rifle (UPR): A medium to long range weapon capable of greater accuracy, less 
penetration (in 5.56mm/223 caliber), and more decisive effect upon a threatening suspect. It is 
designed to supplement both the duty handgun and shotgun. 


Code Robert: A radio code used to request a UPR equipped officer respond to a specific 
location. 


Patrol Ready: A UPR with a loaded magazine inserted into the weapon, the bolt in the forward 
position, no round in the chamber, and the weapon's fire selector in the “Safe” position. 


Policy 

The UPR shall only be assigned to and utilized by officers who have met LAWA Police training 
requirements and are currently certified by LAWA Police UPR Instructors. Use of the UPR shall 
be in accordance with the Use of Deadly Force policy. 

Procedures 


Authorized UPR and Ammunition 


The only authorized UPR is the AR-15 style rifle in 5.56mm/.223 caliber. Manufacturer may vary 
depending on ESU/Rangemaster selection and approval of the Chief of Airport Police. 


Note: Only department issued UPR's shall be used for on-duty use. 
The only authorized UPR ammunition is the Winchester Ranger .223 REM. Caliber 55 gr. 
Supreme Ballistic Silvertip BTS — Model RA223BSTA or equivalent. 
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Requirements for UPR Certification 
Training Requirements 


Sworn personnel must successfully complete a POST certified and Department approved UPR 
class and attend quarterly training with ESU. 


Qualification Requirements 


Sworn personnel must qualify with the UPR on a monthly basis on a standard UPR course and 
qualify annually on a long range course. 


Note: Additional range time is authorized for any UPR certified officer who: 
Requests more range time; or, 


Is directed to do so by a Rangemaster or ESU Instructor when it is noted that the officer is 
having qualification issues. 


Sworn officers who meet these requirements may be assigned to deploy the weapon. UPR 
certification is at the discretion of the LAWA Police. 


Deployment of the UPR 


The UPR shall only be deployed by a UPR certified officer. Each deployment shall be in 
accordance with LAWA Police policy, such as during a spontaneous field incident. 


Whenever a terminal evacuation occurs, a UPR certified officer, if available, will be assigned to 
an elevated tactical position until the incident is secured (Refer to Section 8/8.5). 


Exception: When a UPR certified officer encounters an immediate life threatening situation 
which meets the deployment criteria and sufficient time does not exist to obtain supervisory 
approval, he/she may deploy the UPR without prior supervisory approval. When this occurs, the 
officer deploying the UPR shall report it to a supervisor as soon as practical. If circumstances 
necessitating the emergency deployment are not recorded in another administrative 
investigation, (e.g., an officer- involved shooting report,) then the incident shall be fully 
documented in the supervisor's daily report. 


Requesting the UPR 

Requesting Officer - Responsibilities 

To request a UPR equipped officer the requestor shall contact Communications Unit, broadcast 
his/her unit designation, location, "Code Robert" and, depending on the urgency of the situation, 


request a "Code 2" or "Code 3" response. 


If the field situation changes and the UPR is no longer needed, the requestor or on-scene 
supervisor shall cancel the Code Robert. 


Note: If an officer equipped with a UPR becomes involved in a field situation, which meets the 
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criteria 


where deployment is needed, the officer shall advise Communications Unit and request a 
supervisor respond to the location when capable of doing so. 


Communications Unit - Responsibilities 

Upon receiving a "Code Robert " request, Communications Unit personnel shall: 
Immediately broadcast Alert Tone 3; 

Broadcast "Code Robert," state the location, "Code Robert," state the location again; and, 


Assign a UPR equipped unit and the sergeant assigned to the area respond to the call either 
"Code 2" or "Code 3," depending on the involved officer's request. 


The responding units shall give an estimated time of arrival (ETA) to the location. 

Upon acknowledgement of the responding units, direct all units to switch to Frequency 2 and 
rues on all frequencies, "All units, Frequency 2 is on standby for emergency transmissions 
Duties and Responsibilities 

UPR Equipped Officer 

UPR certified officers shall: 

Be issued a UPR that is only to be used by that officer until he/she leaves the UPR program; 


Note: Only department issued UPRs are authorized for duty use. 


Secure the UPR in the patrol vehicle's weapon rack or inside the carrying case and locked in 
the trunk unless utilized for foot beat duty by the officer and carried on a sling; 


Whenever assigned as a foot beat unit in a public area, the officer: 
Shall be assigned a vehicle; 


Shall generally be deployed as part of a two-officer team during tactical situations. The partner 
officer shall be responsible for protecting the UPR officer and the weapon for officer safety. 


Note: The above does not apply if a UPR-equipped officer is assigned to a fixed post. This 
assignment only requires a single-officer deployment. 


Shall carry the UPR, when deployed during a tactical incident or heightened security alert, slung 
patrol-ready, with the barrel pointed downward. 


Secure the UPR in a secured location [see Section 4.a.(2)] when the officer is on Code 7 and/or 
15, or whenever the officer is not carrying the UPR. 
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Note: A fatigue factor is recognized to exist whenever an officer, while assigned as a footbeat, 
carries a UPR. Therefore, at the discretion of the officer, the UPR may be secured as outlined in 
Section 4.a.(2) whenever the officer feels a need for a break from carrying the UPR. 

Secure the UPR unloaded: 

LAWA/LAX - In the LAWA/LAX Armory at EOW (Refer to Section 16/1/1.1). 

LAWA/ONT - In the LAWA/ONT Police Armory Facility at EOW. 

Note: A UPR shall not be carried or stored with a round of ammunition in the chamber unless 
actively engaged in a threat situation. In addition, officers are prohibited from using their UPR 
while off-duty for practice at a private range or transporting their UPR to their residence. 


Exception: Officers with a home-garaged vehicle are allowed to transport their UPR to their 
residence provided it is stored in a locked rack or trunk safe. 


Note: Officers with a home-garaged vehicle shall adhere to all home-garaging requirements as 
outlined in Section 12/1.6. 


Respond to "Code Robert " requests when assigned; 

Note: In actual threat situations, UPR certified officers shall place the weapon into full battery by 
"charging" the weapon. The weapon's safety shall remain in the "safe" position until the actual 
threat situation is encountered. 

Once a Code 4 is given, or there is no longer a threat, the weapon shall be returned to normal 
patrol-ready status (a loaded magazine inserted into the weapon, the bolt in the forward 
position, no round in the chamber, and the weapon's fire selector in the “Safe” position). This 
shall be done as soon as is practical. 

Clean and maintain their assigned UPR; 


Note: All discrepancies and malfunctioning UPR's shall be forwarded to the Rangemaster for 
repair. 


Qualify with their assigned UPR on a monthly basis; 

Attend quarterly UPR training. 

Supervisors Supervisors shall: 

Respond to each "Code Robert" request; 

Determine if deployment of the UPR is appropriate once at the scene; 


Take charge of the incident and determine if the incident is within the capabilities of the unit(s) 
at the scene or if additional resources should be requested; 


Ensure Officer-Involved Shooting notifications are made if the UPR is discharged. 


Manual of the Los Angeles World Airports Police 


7/2.20 


CHAPTER VII — Weapons and Use of Force 


Watch Commander 
The Watch Commander, or designee, shall: 
Deploy UPR equipped officers on each watch; 


Ensure that a "UPR" notation is made on the Daily Deployment Sheet to denote UPR equipped 
units; 


Ensure a supervisor is dispatched to all "Code Robert" requests. 
Urban Police Rifle Instructors 

The Urban Police Rifle Instructors shall: 

Develop and instruct appropriate UPR training courses; 


Require UPR equipped officers successfully complete a UPR qualification course on a monthly 
basis; 


Record and maintain scores of all UPR equipped officers to include whether the individual 
officer is “certified” for UPR assignment, and forward a copy of all scores to the Training Unit. 


UPR Repairs 

The Rangemasters shall be responsible for completing all necessary repairs of UPR's. If the 
Rangemaster is unable to complete repairs, the UPR shall be sent to a qualified gunsmith for 
repair. 

UPR Accessories 

No modifications may be made to the UPR unless approved by the Chief of Airport Police or 
designee. Such modifications shall only be completed or purchased by the Rangemasters 
through approved vendors. Officers may not add any personal accessories to their issued UPR 
without Rangemaster or ESU approval. Any added accessories must not affect the basic 
operation of the rifle. 

Tactical Weapons - Specifications 

The following weapons are authorized for use by the LAX ESU Tactical Team personnel: 
Urban Police Rifle - Specifications 

The Colt Carbine in .223 caliber. 

The Colt Model M-4 in .223 caliber. 

The Rock River Arms Model LAR-15 in .223 caliber 


Submachine Gun — Specifications 
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The H&K MP-5 Sub Machine Gun in 9MM caliber. 
The H&K UPM Sub Machine Gun in .45 ACP caliber. 
Tactical Long Gun — Specifications 

The Remington 700 Police in .308 caliber. 

The Robar Model RC-50 in .50 caliber BMG 


Weapon accessories such as optics, tactical lights and other equipment shall be authorized for 
use by the Commanding Officer, Homeland Security Section. 


Note - Additional weapons may be designated as tactical weapons at the discretion of the Chief 
of Airport Police. 


Tactical Weapons Ammunition Specifications 
Urban Police Rifle Ammunition 
Winchester .223 Rem. Caliber 69 gr. Match BTHP- Model RA223M or equivalent. 


Winchester ranger .223 Rem. Caliber 55 gr. Supreme Ballistic Silvertip BTSP — Model 
RA223BSTA or equivalent. 


Submachine Gun Ammunition 

9MM Luger - 127 Grain +P+ Winchester Ranger “T” Series - #RAOTA 

.45ACP - 230 Grain Winchester Ranger “T” Series - #RA45T 

Tactical Long Gun Ammunition 

.308 Win. cal. 168 gr. Supreme Ballistic Silvertip Model SBST308A or equivalent; 

.308 Win. cal. 168 gr. Sierra Match King BTHP Model S308M or equivalent. 

Procedures for Obtaining Weapon Purchase Letter 

Whenever a sworn employee wishes to request a weapon purchase letter, the employee shall 
draft an Employee's Report entitled "Request for Weapon Purchase Letter." The letter shall 
specify the make, model, and caliber of the weapon to be purchased, the name, address, and 
phone number of the firearm dealer the weapon is being purchased from. 

The employee's immediate supervisor shall review the request and check to insure that the 
firearm meets the Primary Firearms Specifications or Additional Firearms Specifications as 
outlined in Sections 7/2.2 and 7/2.3, this Manual, or is a firearm approved for duty use by the 
Chief of Airport Police. Upon approval, the report shall be forwarded, via the chain of command, 


to the Office of the Chief of Airport Police. 


Upon receipt of the Employee's Report, the Chief's secretary shall prepare a weapon purchase 
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letter for signature by the Chief of Airport Police. 


If, for any reason, the request for a Weapons Purchase Letter is not approved at any level, the 
employee shall be notified that his/her request was denied and the reason for the denial. 


Sworn employees shall be issued only two (2) Weapon Purchase Letters per calendar year. 
Use of State Approved Firearm Safety Devices 

Information 

A study conducted by the California Legislature found that a high percentage of children are 
killed or wounded every year due to unintentional shootings by unsecured handguns. This study 
resulted in the passage of the “Aroner-Scott-Hayden Firearms Safety Act of 1999” by the 
California Department of Justice to test, approve, and publish a list of firearm safety devices. 
Beginning January 1, 2001, all firearms purchased or transferred in the State of California would 
include an approved firearm safety device. 

Section 12088.8(b) of the California Penal Code states that this article shall not apply to 
firearms intended to be used by salaried full time peace officers. However, Section 12088.8(b) 
also states, in part: 

“...Nothing in this article shall preclude local governments, local agencies, or state law 
enforcement agencies from requiring their peace officers to store their firearms in gun safes or 
attach firearms safety devices to those firearms.” 

For purposes of this policy, a “Stored Firearm” is defined as a firearm that is: 

Not worn by the employee; 

Removed from the holster; and, 

Placed in a secure location with a state approved firearm safety device attached to the firearm. 
Policy 

Whenever a sworn employee stores a firearm either in a LAWA Police facility or in his/her place 
of residence or temporary place of residence, the firearm shall be secured with a state approved 
firearm safety device. 


Sworn employees are prohibited from leaving an unsecured firearm in an unlocked desk drawer, 
unlocked locker, or an unlocked briefcase or purse in a LAWA Police facility. 


Note: This policy does not apply to: 
UPRs and shotguns secured in marked patrol vehicles or unmarked units; 


Those sworn personnel attending a training function where the Training Order directs them to 
have their weapon available in the trunk of their POV. 


This policy shall apply to all LAWA issued duty firearms as well as any privately owned firearm 
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approved by the Rangemasters for duty use. 


Sworn employees shall be responsible for storing all privately owned firearms at their residence 
in compliance with this policy and state law. 


This policy shall not apply to firearms stored in a gun safe located at a sworn employee’s 
residence that meet state requirements 


Law Enforcement Officers Safety Act of 2004 


On July 22, 2004, the Law Enforcement Officers Safety Act of 2004 was signed into law. Under 
the new Federal law, qualified law enforcement officers and retired officers may carry concealed 
firearms nationwide, on or off-duty, with valid police identification. This law does not extend an 
officer's authority to enforce the law in states where it is not already authorized; it simply allows 
officers the opportunity to carry a concealed weapon nationwide on or off-duty. In addition, the 
law does not supersede or limit the laws of any state that allow private persons or entities the 
authority to prohibit or restrict the possession of concealed firearms on their property, such as 
State or local government properties, installations, buildings, bases, or parks. 


Sworn personnel are authorized to carry concealed firearms nationwide, on or off-duty, as 
specified under the Law Enforcement Officers Safety Act of 2004.Officers shall carry valid police 
photo identification at all times when carrying a concealed weapon. Officers shall continue to 
adhere to existing LAWA Police policies and procedures governing the use and carrying of 
firearms, as outlined in Section 7/1. This policy does not affect existing laws concerning the 
carrying of concealed firearms when traveling on an aircraft. 


When a LAWA Police officer, during the course of his/her regular duty, detains an armed law 
enforcement officer or a retired officer from another state, the involved officer(s)shall ensure the 
individual(s) possesses valid law enforcement picture identification issued by the respective out 
of state agency. 

A supervisor shall be requested when questions arise regarding the individual’s law 
enforcement status and/or the right to carry a concealed weapon, or the authenticity of the law 
enforcement identification card is suspect or the individual becomes uncooperative. 

Firearm Mounted Flashlights and Lasers 

Policy 

Firearms mounted flashlights shall be used only for target identification and illumination in low 
light tactical situations. They are not intended to be used in-lieu of the LAWA-issued hand-held 
flashlight and shall not be used for routine duty use. 


Firearms mounted lasers and laser grips shall be used as instructed during LAWA Police- 
mandated training 


Firearm Mounted Flashlights 


Firearms mounted flashlights and related accessories are authorized for duty use as optional 
duty equipment, and shall be purchased by officers with their own personal funds. 
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Specifications 

The only firearm mounted flashlights authorized for use by LAWA Police personnel are: 

The Streamlight Model M-3, M-4, M-4PRO, M-5 and TLR-1; 

The Surefire weapon mounted system for handguns; 

The Glock Model GTL 10. 

Note: The switches for these flashlights shall not be trigger activated. 

Inspection and Qualification 

Prior to being carried for duty use, all firearms with newly installed firearm mounted flashlights 
shall be inspected and approved by a LAWA Police Rangemaster. After approval, the employee 
Reh with it to ensure that it is properly aligned and to show proficiency in the use of the 


Holsters 


Holsters authorized for use for firearms with a mounted flashlight shall follow holster criteria as 
outlined in Section 7/2.31.A. 


Laser Sights 
Laser Grips 


The only approved laser grip sight system for on- and off-duty weapons is the Crimson Trace 
Corporation laser grips. 


LAWA issued Duty Weapons 


Crimson Trace Corporation laser grips shall be provided for the Division-issued Beretta Model 
92F pistol. 


Privately Owned Firearms 


Officers with privately owned on and off duty weapons may purchase laser grips for their 
weapons with their own personal funds. 


Training Requirement 


Prior to duty use, sworn personnel shall attend a course of instruction in the proper use of laser 
sights and qualify with the laser sight. 


Note: This requirement applies to any laser- equipped weapon, Division-issued or privately 
owned, which is carried on duty. 


Use and Care of LAWA-Issued Laser Grips 
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The Rangemasters shall be responsible for any repair and sighting issues, including 
replacement of the batteries. 


Firearm Mounted Combination Tactical Light/Laser Sights 


The Streamlight Models M-6 and TLR-2 and the Glock GTL 21 combination tactical light/laser 
sights are authorized for duty use. 


Officers who wish to carry the M-6 or TLR-2 shall complete laser sight training and must show 
proficiency and qualify with both the tactical light and laser sight prior to using the M-6 or TLR-2 
for duty use. 


Officers who wish to carry the Streamlight M-6 or TLR-2 for their own privately-owned duty 
firearm shall purchase it with their own personal funds. 


Exception: ESU personnel shall be issued the Streamlight Model M-6 as part of their standard 
equipment. 


Privately Owned Duty Shotguns 
Approved Duty Shotgun 


The Remington "Police" Model 870 12 -gauge shotgun is the only model approved for private 
purchase and shall meet the following specifications: 


Parkerized finish. 

Eighteen (18) or twenty (20) inch barrel with approved sights (Bead sights are prohibited). 
Fixed Improved Cylinder or Modified Choke (Screw-in choke systems are prohibited). 
Non-locking cross bolt safety. 

Stock constructed of synthetic material, black in color or oiled walnut stock. 

Stock must not have an integrated ammunition carry system. 


Two (2) sling attachment points, one on the stock and one on the magazine tube cap or a front 
sling mount. 


Shell carrier must be constructed with an integrated flex tab. 

The trigger group housing must be constructed of aluminum 

The shotgun shall securely and easily fit into the shotgun rack of a LAWA Police vehicle. 
Approved Shotgun Ammunition 


Officers who utilize an approved privately owned shotgun for duty use shall only use authorized 
approved shotgun rounds as specified in Section 7/2.17. 
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LAWA Firearms Database 


All privately owned shotguns approved for duty use by LAWA Police personnel shall be entered 
into the LAWA Firearms Database. 


Privately Owned Duty Shotgun Familiarization Course 

Sworn personnel shall successfully complete a Privately Owned Duty Shotgun Familiarization 
Course and qualify with their privately owned duty shotgun prior to on-duty use. Completion of 
this course shall be documented and entered in the sworn employee's Training File. 


Qualification With Privately Owned Duty Shotgun 


Privately owned duty shotguns shall be used during the regular shotgun qualification course to 
verify that it is in proper working order. 


Officer-Involved Shooting - Relinquishing of Shotgun 

Whenever an officer is involved in an officer-involved shooting with a privately owned duty 
shotgun, on or off duty, the officer shall relinquish the shotgun to the agency with investigative 
jurisdiction (refer to Section 7/1.5.C). 

Storage 

Privately owned duty shotguns may be stored in a LAWA approved Armory, safe or storage 
locker, or in in the sworn employee's work locker in a lockable or securable soft or hard gun 


case. 


Privately owned duty shotgun shall be transported from storage to the police vehicle in a (hard 
or soft) gun case. 


If stored at the sworn employee's residence, the privately owned duty shotgun must be secured 
in a gun safe or other State of California approved locking mechanism that complies with 
California Penal Code Section 12087. 

Privately owned duty shotguns shall not be stored in a private vehicle unattended. 

Shotgun Accessories 

The Rangemasters shall maintain a list of approved accessories for privately owned duty 
shotguns. Accessories for privately owned duty shotguns shall be mounted either by the 
Rangemasters or a certified gunsmith. 

Any work completed by a gunsmith shall be inspected and approved by the Rangemasters. 


Agreement for Private Purchase of Shotgun for Duty Use 


Sworn personnel who purchase a shotgun for duty use must complete an Agreement for Private 
Purchase of Shotgun for Duty Use form, which shall be retained by the Rangemasters. 


Privately owned shotguns and accessories shall be inspected and approved by the 
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Rangemasters prior to duty use. 


Sworn personnel using privately owned shotguns for duty use shall follow established 
procedures as outlined in Section 7/2.18 - Duty Shotgun. 


Privately owned duty shotguns and accessories are considered optional duty equipment and 
shall be purchased by sworn personnel with their own personal funds. 


Firearms Proficiency 
Firearms Proficiency Requirements - Policy 


It is the policy of the Airport Police that every officer must successfully complete the firearms 
proficiency session set forth by the Airport Police Rangemaster. 


Firearms, Additional, and Off-Duty Firearm 


All officers and sergeants must successfully complete the designated firearm proficiency 
session once quarterly with their PRIMARY firearm and once every six (6) calendar months with 
their authorized ADDITIONAL firearm and any authorized OFF DUTY firearm. 


The Chief of Airport Police, Deputy Chief, Assistant Chiefs, Captains and Lieutenants must 
successfully complete the designated firearm proficiency session once every March and August 
of each year with their PRIMARY firearm; and as stated above with their additional and off duty 
firearm. 


Note: A primary firearm may also be a firearm that meets Additional Firearms specifications, as 
outlined in Section 7/2.4, and is carried on duty as a primary firearm by a sworn employee 
working a plainclothes or staff assignment. 


Group Designation 


Sworn personnel will be assigned alphabetically by last name to three designated groups (i.e. 
Group 1, Group 2, Group 3). Determination of the alphabetical range (i.e. A to G, H to P, Q to Z) 
for each group will be calculated by dividing the total number of personnel by thirds to distribute 
personnel into three equal parts as closely as possible. 


Range Staff will distribute a monthly Range Calendar that will reflect which group and 
alphabetical range must qualify for the appropriate month. 


Firearms Qualification Session 


A firearms qualification session will consist of three shooting relays, in addition to one cycle for 
remedial instruction. A firearms qualification session cannot be divided or re-scheduled between 
relays or the remedial instruction cycle. All three relays and the remedial instruction cycle shall 
be completed in one complete session per day. Sworn personnel who fail to qualify after two 
shooting relays will receive immediate remedial instruction before attempting a third and final 
shooting relay. 


There is no limitation to the number of sessions that can be attempted within an officer's 
designated month for quarterly qualification, as the range schedule permits. 
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Officers should qualify as early as possible within their designated month to eliminate excessive 
last minute qualifications which will overwhelm LAX Range capacity. Additionally, those 
personnel who find qualifying particularly challenging should take steps to begin as early in the 
month as possible to avail themselves of additional time and training by range staff, if needed, 
to qualify. 


Training Roster 

Rosters for firearm proficiency training shall be published at the end of each proficiency-training 
period. The rosters shall include the period, proficiency session descriptions and the type of 
ammunition. 

Primary Roster 

Entries shall be made on the primary roster by the Rangemaster to document each officer's 
successful completion of the firearm proficiency session. Such entries shall include make of 
firearm, barrel length, session fired, score, date and Rangemaster's initials. 

Only officer’s names achieving a passing score shall be entered on the primary roster. 
Failure to Pass Roster 

Officer's names who fail to successfully complete the firearm proficiency session shall be 
recorded on the "Failure to Pass" roster, including those officers and supervisors not 


participating in proficiency training (noshows). 


The Rangemaster shall forward a copy of the “Failure to Pass” roster to the Officer-In-Charge, 
Training Unit. 


Upon receiving the “Failure to Pass” roster from the Rangemasters, the Officer-In-Charge, 
Training Unit or designee shall draft a "Failure to Participate or Pass Firearms Proficiency 
Session" memo which will stipulate the reasons for the failure: 

Failed to participate in a firearms proficiency session within the required timelines. 

Failed to pass a firearms proficiency session. 

The "Failure to Participate or Pass Firearms Proficiency Session" memo shall be sent to the 
affected employees’ Commanding Officer. The Commanding Officer or designee shall review 
each 

case individually and take appropriate action. 

In those instances where employees are unable to participate in a firearms session due to 
illness, military leave, or vacation that extends beyond their designated month to qualify, the 
Commanding Officer shall ensure that they qualify within the following month or immediately 
upon their return to duty. 

Failure to Pass A Firearm Qualification Session 


Official notifications will be made to concerned commanding officers of those officers who have 
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failed to pass a firearms proficiency session within their designated month for quarterly 
qualifications. Upon notification, the commanding officer or their designee shall take necessary 
steps to have the officer surrender their firearm and place them on administrative duty. The 
officer shall be instructed to cease carrying any firearm, on or off duty, until such time as he/she 
achieves a minimum qualifying score. These instructions shall be issued in memorandum format 
by the commanding officer. Immediate steps shall be taken to schedule the officer for remedial 
firearms training with Range staff. 


If the sworn officer continues to fail to meet the firearm proficiency levels, the Office of the Chief 
of Airport Police will consider appropriate measures to be taken on a case by case basis. 


All sworn personnel must successfully complete the designated forearm proficiency course once 
annually with the duty shotgun. 


Procedures 

General 

Proficiency Requirement 

All officers are required to perform at a level of proficiency set forth by the LAWA Police. 
When the Rangemaster observes an officer, while on the firing range, engage in unsafe 
practices, he/she shall immediately remove that person from the firing line. After advising the 
officer of his/her unsafe practice, the Rangemaster shall notify the officer's supervisor of the 


incident and give a recommendation for additional training. 


Horseplay or deliberate unsafe acts shall be reported immediately to the officer's supervisor for 
disciplinary action. 


Officers on Light Duty, Medical Restrictions, or Leave of Absence 


Officers listed as being on light duty due to medical restrictions that do not prevent them from 
firing a weapon shall qualify. 


Officers with medical restrictions that prevent them from firing a weapon shall not be required to 
qualify. Officers with this type of restriction shall be required to submit an Employee's Report to 
their Commanding Officer with a doctor's slip detailing the restrictions. The Commanding Officer 
shall forward all paperwork to the Commanding Officer, Professional Standards, who will 
determine if the officer's permission to carry a firearm on or off duty be revoked until such time 
as the officer achieves the minimum qualifying score on one relay (Refer to Part E, this section). 


Officers on leave of absence shall not be required to qualify. However, if an officer on leave of 
absence for over six months does not qualify with a firearm within a six-month period, the 
officer's permission to carry a firearm on or off duty will be revoked (Refer to Part E, this 
section). 

Officers returning from a leave of absence shall qualify immediately upon reporting back to duty. 


Range Schedule 
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Professional Standards Section shall coordinate with the Training Unit in preparing and 
publishing a Range Schedule for each proficiency training period. The course to be fired shall 
be indicated on the Range Schedule. 


Officers of any Section may utilize the range facility during any scheduled open range hours for 
practice or remedial training. 


Marksmanship Bonus 

The Marksmanship Bonus Qualification course of fire shall be held during the first quarterly 
Firearm proficiency qualification session. All sworn personnel may request to fire this course to 
qualify for the Marksmanship Bonus. 


Note: This course of fire will also qualify the employee for the corresponding Firearm Proficiency 
Recognition Award (refer to Section 3/9.8). 


In the event an officer is on an approved leave (i.e. - vacation, I|.0.D., extended sick, jury duty, 
etc.) when the Marksmanship Bonus course of fire occurs, the officer will be allowed to fire the 
course upon returning to duty. 

Marksmanship Bonus 

Refer to MOU 30, Section 6.19. 


Levels of Expertise 


Marksman - Officers must achieve an average score between 75% - 79% of the total possible 
score. 


Sharpshooter - Officers must achieve an average score between 80% - 89% of the total 
possible score. 


Expert - Officers must achieve an average score above 90% of the total possible score. 


Distinguished Expert - Officers must achieve an average score between 80% - 100% of the total 
possible score on a modified bulls eye course of fire after shooting Expert for two years. 


Course of Fire 
Marksman, Sharpshooter, and Expert Course of Fire 


The course for the first quarter will be the Standard Combat course. Sworn employees have the 
option of shooting to qualify or shoot for the Marksmanship Bonus and corresponding Firearm 
Proficiency Recognition Award. 


Shooting for the Marksmanship Bonus and corresponding Firearm Proficiency Recognition 
Award for Marksman, Sharpshooter, and Expert will consist of the Standard Combat course. 
The target will be scored at face value (i.e. - Hits in the 10 ring will be scored as 10 points, 9 ring 
9 points, etc.). The employee will have one chance to redo for a higher score but the second 
attempt will be the employee's final score whether it is higher or not. 
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The employee may not keep the higher of the two scores. If the employee fails to meet the 
minimum passing score of 210 (face value) on any attempt, the target will be scored combat 
style and the employee will be disqualified to shoot for the Marksmanship Bonus and 
corresponding Firearm Proficiency Recognition Award for that year. 

Standard Combat Course 

Rounds fired - 30 Load three (3) magazines with 12, 13, and 5 rounds 

PHASE 1 - BARRICADE 


Targets at 17 yards, 6 rounds fired in three sets of one round weak-hand and strong-hand 
position. 


The targets will face for 3 seconds. From the weak-hand barricade position, fire one round at 
the left target during the first facing. Fire one round at the right target second facing, and fire 
one round at the left target third facing. 

Repeat the sequence in the strong-hand barricade 


position starting with the right target first facing, then alternate to the left target second facing, 
then right target third facing. 


PHASE 2 - DOUBLE TAP DRILL 
Targets at 15 yards, 6 rounds fired in 8 seconds. 


Start in the low ready position. When the targets face fire 2 rounds at the right target, 2 rounds 
at the left target, and 2 rounds in the right target (reload an empty weapon at this point). 


PHASE 3 - DOUBLE TAP DRILL SETS 
Targets at 11 yards, 6 rounds fired in 3 sets of 2 in 2 seconds 


Start in the low ready position. When the targets face fire 2 rounds in the left target first facing, 2 
rounds in the right target second facing, and 2 rounds in the left target third facing. 


PHASE 4 - FAILURE DRILL 

Targets at 7 yards, 12 rounds fired in 25 seconds. 

Start from the holster. When the targets face draw and fire 2 rounds center body mass in the 

right target, 2 round center body mass in the left target, 1 round in the head of the right target 
and 1 round in the head of the left target. Tactical reload (change magazine with the weapon 

facing the target with one round in the chamber) and repeat the sequence, beginning with the 
left target. 

Maximum Score: 300 Minimum Score: 210 


Distinguished Expert Course of Fire 
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The Distinguished Expert Course, which has a prerequisite of two (2) consecutive years as an 
Expert, is a bulls eye course that consists of both slow and timed fire skills test. The target is 
scored face value from the 10 to the 7 ring, with hits outside the 7 ring scored as 0. 
Distinguished Expert Marksmanship Bonus and corresponding Firearm Proficiency Recognition 
Award recipients are required to shoot this course annually. 

Distinguished Expert Course 

Round Fired: 30 

PHASE 1 - SLOW FIRE 

Target at 25 yards, 10 rounds fired in 4 minutes 

Start from the holster. When the target turns and faces draw and fire 10 rounds. First round can 
be double or single action depending in the shooter's preference and the type of weapon being 
used. 

PHASE 2 - TIMED FIRE 


Target at 15 yards, 10 rounds fired in 2 sets of 5 in 15 seconds. 


Start from the ready position. When the target turns and faces, fire 5 rounds. Return to the 
ready position and repeat on the second facing. 


PHASE 3 - TIMED FIRE 
Target at 15 yards, 10 rounds fired in 2 sets of 5 in 10 seconds. 


Start from the ready position. When the target turns and faces, fire 5 rounds. Return to the 
ready position and repeat on the second facing. 


Maximum Score: 300 Minimum Score: 240 
Marksmanship Bonus Qualification Shoot - Supervisor 


For the purpose of inspection and control, the Commanding Officer, Professional Standards 
Section, shall designate a qualified observer to be present at all Marksmanship Bonus 
qualification shoots. 


Use of Force 
Preamble to Use of Force Policy 


The use of force by law enforcement personnel is one of the most critical and objectively 
reviewed acts an officer will engage in. Although we are at all times charged with protecting the 
public, in some instances an appropriate level of force may have to be used to fulfill this solemn 
obligation. It is therefore imperative not only that the officer act within the boundaries of legal, 
ethical and moral guidelines, but at all times use sound judgment and accepted practices 
whenever force must be used. This includes preparedness in advance of an event through 
continual training, leadership and direction in the appropriate use of reasonable force in the 
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course of an officer’s official duties. 


This policy is not intended to create doubt in the mind of an officer at the moment when action is 
critical and there is little time for meditation or reflection. It provides basic guidelines governing 
the protection of life, maintaining the constitutional rights of individuals we may come in contact 
with, and providing a standard by which officers can be confident in their decisions to objectively 
use force, including the use of a firearm. 


Officers must be mindful that those who use force inappropriately or excessively expose the 
division and fellow officers to legal and physical hazards, as well as call into question the 
legitimacy and professionalism of the organization as a whole. Conversely, officers who fail to 
use reasonable force when warranted can endanger themselves and others. 


Definitions 


Objectively Reasonable 


The legal standard used to determine the lawfulness of a use of force is the Fourth Amendment 
to the United States Constitution (See Graham v. Connor, 490 U.S. 386 [1989]). Graham states, 
in part: 


“The reasonableness of a particular use of force must be judged from the perspective of a 
reasonable officer on the scene, rather than with the 20/20 vision of hindsight. The calculus of 
reasonableness must embody allowance for the fact that police officers are often forced to make 
split- second judgments - in circumstances that are tense, uncertain and rapidly evolving - about 
the amount of force that is necessary in a particular situation. The test of reasonableness is not 
capable of precise definition or mechanical application.” 


Any use of force must be reasonable under the given circumstances known to the officer at the 
time the force was used. Therefore, those who may be called upon to review a use of force 
must do so using an objective standard rather than a subjective one. 


It is recognized however, that circumstances may arise in which officers reasonably believe that 
it would be impractical or ineffective to use any of the standard tools, weapons or methods 
provided by the Department. Officers may find it more effective or practical to improvise their 
response to rapidly unfolding conditions they are confronting. In such circumstances, the use of 
any improvised device or method must nonetheless be objectively reasonable and utilized only 
to the degree reasonably appropriate to accomplish a legitimate law enforcement purpose. 


Determination of Reasonableness 


Graham is the standard by which an officer's actions are measured as they pertain to a specific 
use of force. This, coupled with the articulated facts as they are known from an Airport Police 
Officer's perspective with similar training and experience placed in generally the same set of 
circumstances at the time force was used sets the foundation for evaluating the totality of the 
incident and determining whether the force used was reasonable and appropriate. This requires 
that each officer must evaluate each incident where force is contemplated on its own merit 
based on the facts and circumstances known to them at the moment force is used. These 
factors may include but are not limited to: 


The seriousness of the crime or suspected offense; 
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° The level of threat or resistance presented by the subject; 

° Whether the subject was posing an imminent threat to officers or a serious danger to the 
community; 

° The potential for injury to citizens, officers, or the subject(s); 

° The risk or apparent attempt by the subject to escape; 

° The conduct of the subject being confronted (as reasonably perceived by the officer at the time); 

° The time available to an officer to make a decision; 

° The availability of other resources; 

° The training and experience of the officer; 

° The subject’s proximity or access to weapons; 

° Officer versus subject factors such as age, size, relative strength, skill level, injury/exhaustion 


and number of officers versus subjects; and, 
° The environmental factors and/or other exigent circumstances. 
C. Deadly Force 
That force which creates a substantial risk of causing death or serious bodily injury. 
D. Imminent 
Ready to take place; likely to occur at any moment. 
E. —_ Exigent 


Requiring immediate aid or action. 


F Serious Bodily Injury 
A serious impairment of physical condition, including, but not limited to, the following: loss of 
consciousness; concussion; bone fracture; protracted loss or impairment of function of any 


bodily member or organ; a wound requiring extensive suturing; and serious disfigurement. 
(California Penal Code Section 243.f.4) 


G. Warning Shot 


The intentional discharge of a firearm off target, not intended to hit a person, to warn others that 
deadly force is imminent. 


7/4.3 Use of Force 
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Use of Force Policy 


Officers may use that force which is reasonable and appropriate given the facts and 
circumstances perceived by the Officer at the time of the event to: 


Defend themselves; 

Defend others; 

Effect an arrest or detention; 

Prevent escape; or, 

Overcome resistance. 

Deadly Force 

Law Enforcement officers are authorized to use deadly force to: 


Protect themselves or others from what is reasonably believed to be an imminent threat of death 
or serious bodily injury; or, 


Prevent a crime where the subject's actions place a person (s) in imminent jeopardy of death or 
serious bodily injury; or, 


Prevent the escape of a violent fleeing felon when there is probable cause to believe the escape 
will pose a significant threat of death or serious bodily injury to the officer or others if 
apprehension is delayed. In this circumstance, officers shall, to the extent practical, avoid using 
deadly force that might subject innocent bystanders or hostages to possible death or injury. 


Warning Shots 


Warning shots shall only be used in exceptional circumstances where it might reasonably be 
expected to avoid the need to use deadly force. Generally, warning shots shall be directed in a 
manner that minimizes the risk of injury to innocent persons, ricochet dangers and property 
damage. 


Shooting At or From Moving Vehicles 


Firearms shall not be discharged at a moving vehicle unless a person in the vehicle is 
immediately threatening the officer or another person with deadly force by means other than the 
vehicle. For the purposes of this Section, the moving vehicle itself shall not presumptively 
constitute a threat that justifies an officer's use of deadly force. An officer threatened by an 
oncoming vehicle shall move out of its path instead of discharging a firearm at it or any of its 
occupants. 


Firearms shall not be discharged from a moving vehicle, except in exigent circumstances and in 
the immediate defense of life. 


The above prohibitions exist for the following reasons: 
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Bullets fired at moving vehicles are extremely unlikely to stop or disable the moving vehicles; 


Bullets fired may miss the intended target or ricochet and cause injury to officers or other 
innocent persons; 


The vehicle may crash and cause injury to officers or other innocent persons if the bullets 
disable the operator; 


Moving to cover, repositioning and/or waiting for additional responding units to gain and 
maintain a superior tactical advantage maximizes officer and public safety and minimizes the 
necessity of using deadly force; 


Shooting accurately from a moving vehicle is extremely difficult and therefore unlikely to 
successfully stop or prevent a threat to the officer or other innocent persons. 


Note: It is understood that this policy may not cover every situation that may arise. In all 
situations, officers are expected to act with intelligence and exercise sound judgment, attending 
to the expressed intent of this policy. Any deviations from the provisions of this policy shall be 
examined rigorously on a case by case basis. The involved officer must be able to articulate 
clearly the reasons for the use of deadly force. Factors that may be considered include whether 
the officer's life or the lives of others were in immediate peril and there was no reasonable or 
apparent means of escape. 

Classifications of Use of Force 

All Use of Force Incidents shall be classified in the following manner: 

Incidents to be reported to and investigated by LAPD's Force Investigation Division: 


The use of deadly force (i.e. discharge of a firearm) by a LAWA Police employee in the 
performance of his/her authorized duty (Refer to Section 7/1.5); 


All uses of an upper body control hold by a LAWA Police employee, including the use of a 
modified carotid, full carotid or locked carotid, in the performance of his/her authorized duty; 


All deaths while the arrestee or detainee is in the custodial care of the LAWA Police (i.e. - In- 
Custody Death, refer to Sections 8/8.11 and 11/4.2.0); 


A Use of Force incident resulting in death; 
A Use of Force incident resulting in an injury requiring hospitalization; 
All head strikes with an impact device (i.e. - baton, flashlight, etc.); or, 


An incident in which a member of the public is bitten by a LAWA Police canine and 
hospitalization is required. 


The Use of Force Review Board shall review the final LAPD FID Investigation Report. 
All other reportable Use of Force Incidents shall be reviewed by the LAWA Police Defensive 


Tactics Unit. 
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Further review shall follow procedures as outlined in Section 7/4.4. 

Use of Force Reports 

LAWA Police employees, in the execution of their duties, may be required to use reasonable 
force to effect an arrest or to protect others and themselves from bodily harm. It is the policy of 
the LAWA Police that all less lethal uses of force be reported on a Use of Force Report Form. 
LESS-LETHAL USE OF FORCE - DEFINED 

For the purposes of this policy, Use of Force is defined as any incident in which an on or off duty 
LAWA Police Officer or Security Officer uses a less-lethal control device or any physical force 
to: 

Compel a person to comply with the employee's lawful directions; or, 

Overcome resistance by a suspect during an arrest or detention; or, 


Defend any person from an aggressive action by a suspect. 


The following incidents do not require a use of force investigation by LAWAPD under the 
provisions of this Section: 


The use of a firm grip hold only, which does not result in an injury; or, 


That force necessary to overcome passive resistance due to physical disability or intoxication 
which does not result in an injury; or, 


An incident involving the use of less-lethal force resulting in death or the use of lethal force 
(Normally these incidents will result in a separate investigation by LAPD’s Force Investigation 
Division (FID) or by the agency with primary jurisdiction, if outside the City of Los Angeles). 
Reporting Procedures 

General 

A LAWA Police employee, who becomes involved in a reportable use of force incident as 
defined above, discharges a chemical irritant control device or any other less lethal device for 
any reason other than an approved training exercise shall: 


Except under unusual circumstances, restrain the individual with an approved restraining device 
(refer to Section 11/2; 


Request paramedics if the individual is injured or when a less lethal device was deployed 
against the individual requiring medical treatment; 


Notify an on-duty sworn supervisor without delay; Note - The involved supervisor shall 
immediately notify the on-duty Patrol Services Section Watch Commander of the incident. 


Complete a Use of Force Report form (APB 072), and document the full details of the use of 
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force incident; 


In the event of a multiple-officer use of force incident, the Use of Force Report shall be 
completed by the officer completing related reports (i.e. Arrest, P.I.R., Employee's Report, etc.). 
The specific tactic(s) and/or technique(s) used by each officer shall be fully described in the 
report. Each involved officer shall review the section of the Use of Force Report describing their 
involvement to ensure accuracy; 


When completing any related reports (i.e. — Arrest Report, etc.) briefly describe the use of force 
that was used to take the suspect/subject into custody and reference the Use of Force Report. 


Note: The full details of the use of force shall be recorded in the Use of Force Report only. 


Ensure that each page of all copies of all related reports have the words "USE OF FORCE" in 
the left side margin. 


Off-Duty Use of Force 

A LAWA Police Officer or a Non-Sworn Officer assigned to SACU or Traffic Unit who becomes 
involved in a use of force incident off-duty shall: Notify the on duty Watch Commander without 
unnecessary delay; 


Complete a Use of Force Report form as outlined above. At the supervisor's discretion, written 
reports may be submitted no later than the officer's next scheduled workday. 


Off-duty use of force incidents shall be investigated as outlined in Part D. 
Supervisory Responsibility 


Supervisors responding to a use of force incident shall be responsible for completion of the Use 
of Force investigation as described in Part D. 


If no Supervisors respond, the Watch Commander shall assign a supervisor to complete the Use 
of Force investigation. 


Supervisors involved in the actual use of force or who ordered or actively directed the use of 
force shall not complete the Use of Force investigation. An uninvolved supervisor shall be 
assigned. 


Supervisor's Use of Force Investigation Report — Format 

Use of Force Investigation Reports shall be completed in memo format addressed to the 
Commanding Officer, Patrol Services Section. The introductory paragraph shall reference the 
use of force incident, and the date, time, and location where the incident occurred. Example - 
On 00/00/01, a use of force occurred at approximately 0900 hrs., 200 World Way, Gate 24. 
Northwest Airlines Flight 415. Incident #01-0000. After the first paragraph, the following headers 
shall be used: 

INVOLVED OFFICERS 


List the name(s) and serial number(s) of the officer(s) involved in the use of force. 
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SUSPECT/SUBJECT 
List the name(s), address, DOB, and physical description of the suspect/subject. 
SOURCE OF ACTIVITY 


Indicate the unit designation(s) and the officer(s) name in describing the nature of the incident 
the officer responded to (i.e. Radio call, observation, etc.). Example - 2A102 (Officers Smith and 
Jones) responded to a radio call of a 415 Male onboard aircraft and became involved in a use of 
force incident. 2A314 (Officers Adams and Doe), responding as a back-up unit, were also 
involved. 


SUMMARY 
Briefly describe the circumstances leading to the use of force. 
INVESTIGATING SUPERVISOR'S OBSERVATIONS 


Indicate if you responded to a request for a supervisor or if you were on-scene when the use of 
force occurred. If on-scene, indicate whether you observed the use of force. 


Describe the suspect/subject's behavior upon your arrival at the scene (aggressive behavior, 
shouting, what was said). How was the suspect/ subject restrained (handcuffs, Ripps restraints, 
etc.)? Was the suspect/ subject isolated and who were the officers assigned to watch him/her? 
Were there any visible injuries immediately evident and/or ripped clothing as a result of the force 
used? Did any of the officers have visible injuries and/or ripped clothing? 


WITNESS STATEMENT 


Statements of witnessing officers not involved in the use of force and civilian witnesses shall be 
recorded in this section. Include the position of the witness (es) and what was seen and heard. 
Document the position and statements of any witness who was in a position to see and hear the 
use of force, but deny they heard or saw anything. 


Supervisors responding to the scene are responsible for obtaining civilian statements. This duty 
shall not be delegated. If statements cannot be obtained while the supervisor is on scene, the 
names, addresses, and phone numbers of civilian witnesses shall be obtained for contact by the 
supervisor at a later time. 


If the Use of Force Report and related reports substantially match the statements of all other 
witnesses interviewed by the supervisor, that fact may be commented on in this section. In this 
instance, if no question of misconduct arises, no in-depth interview of the involved officers is 
necessary. 


Example: Officers Smith, Jones, Adams, and Doe were interviewed and their account 
substantially matched the accounts given by witnesses. The complete account of the use of 
force is contained in the Use of Force Report (attached). 

However, should there be any question of misconduct; the investigating supervisor shall confer 
with the Watch Commander as to how to proceed with the investigation. 
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INJURIES/MEDICAL TREATMENT/PHOTOGRAGHS 

Describe all Known and "complained of" injuries sustained by the suspect. Comment on whether 
the injuries were consistent with the technique(s) used. If the suspect was provided medical 
treatment at the scene and/or transported to a contract hospital, the names of the paramedics 
shall be recorded in this section. Photographs of the suspect's visible and/or "complained of" 
injuries shall be taken as soon as possible. 

Following the description of the suspect's injuries, the injuries of any involved officer shall be 
described. Include how and when the injury was sustained of" injuries shall be taken as soon as 
possible. 

TACTICS 


The tactics, including actions leading up to the use of force (i.e. verbal commands, other efforts 
to de-escalate), are to be outlined in this section. 


USE OF FORCE 
The force options used by the officer(s) are to be evaluated individually under this section. 
SUPERVISORY INSIGHT 


Address any discrepancies between statements and/or reports generated as a result of this use 
of force incident. Indicate if any training issues are evident. 


WATCH COMMANDER'S INSIGHT 

Any additional insights or comments concerning the incident shall be provided by the Watch 
Commander in this section. The Watch Commander shall ensure that the officer's and 
supervisor's reports are accurate and all pertinent issues have been addressed. 

Distributing of the Use of Force Report 

The Watch Commander (Lieutenant or Sergeant II) shall review the Use of Force Report form, 
the Supervisor's Use of Force Investigation Report, and any related reports. Copies of the Use 
of Force Report and the Supervisor's Use of Force Investigation Report shall then be forwarded, 
within twenty-four (24) hours, to the following personnel for further review and recommendation: 
The Chief of Airport Police; 

The concerned Commanding Officer; 

The Patrol Services Commanding Officer; 

The Defensive Tactics Unit Sergeant; 


The Canine Unit Sergeant whenever a canine is involved. 


The Internal Affairs Unit 


Manual of the Los Angeles World Airports Police 


CHAPTER VII — Weapons and Use of Force 


A Use of Force Tracking Number shall be assigned 

Airport Police Records Unit 

Command Officer Review 

The involved section’s Commanding Officer shall review the Use of Force report within 5 days, 
to determine whether or not the force used was within policy. Any additional insights or 
comments concerning the incident shall also be provided by the Commanding Officer in this 
section. The Commanding Officer shall ensure that the officer's, supervisor’s and Watch 
Commander's reports are accurate and all pertinent issues have been addressed. 


Upon completion of the review, the Commanding Officer shall provide a written statement of 
his/her findings to the Assistant Chief of said section and the Chief of Airport Police. 


Use of Force Review Board 

The Use of Force Review Board will meet as needed to review use of force incidents not 
investigated by LAPD's Force Investigation Division. The meeting will be scheduled within ten 
(10) business days after the Commanding Officer’s findings to determine if the use of force was 
within policy, if any training or other policy or disciplinary issues should be addressed, and make 
recommendations to the Chief of Airport Police. This meeting will be scheduled by the Office of 
the Chief of Airport Police. 

This Review Board shall be comprised of the following personnel: 

The Assistant Chief, Office of Support Services, who will act as chairperson; 

The involved Assistant Chief; 

The involved Commanding Officer; 

The Defensive Tactics Unit Sergeant; 

A Canine Unit supervisor, only when a use of force incident occurs involving a police canine. 
Chief of Airport Police 

The Chief of Airport Police shall review the Use of Force Reports, including the findings and 
recommendations of the Use of Force Review Board. Based on the review the Chief shall 
recommend the following actions: 

Training needed. 

If within policy, no action taken; 

Not within policy, Disciplinary Action Recommended. 

A copy of all documentation surrounding a Use of Force, regardless of the Review Board 


findings, shall be forwarded to Internal Affairs Unit for review, filing and final disposition. 
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7/4.7_ Use of Force Incidents Investigated by LAPD Force Investigation Division 


Note: Refer to Section 7/4.4.A for a list of Use of Force incidents reported to and investigated by 
LAPD Force Investigation Division. A use of force resulting in serious injury or death of a 
suspect is a traumatic event not only for the involved officer(s), but also to the agency itself. An 
administrative, as well as a criminal investigation will be conducted concerning the incident. For 
the duration of the investigation, the involved officer(s) should be assigned administrative duties 
to avoid possible 

confrontations with the public. 


A. Involved Officer-On Duty/Off-Duty on LAWA Property Whenever an on or off duty officer on t 
LAWA property becomes involved in a use of force incident listed in Section 7/4.2.A, the 
involved officer shall: 

1. Request a supervisor and paramedics to respond to the location; 


2. Request additional officers and establish a perimeter to protect the integrity of the location and 
preserve evidence; 


3. Notify the on-duty Watch Commander, as soon as possible, either by radio or phone, of the 
incident. 
B. Watch Commander 


The Watch Commander shall attempt to ascertain the severity of the suspect's injury or whether 
or not a suspect is presumed to have died, and the circumstances surrounding the incident. The 
Watch Commander shall also: 


1. Dispatch a supervisor to the scene, if a supervisor has not yet responded. 

2. Notify the Chief of Airport Police, the Command Duty Officer, the Section Head, Professional 
Standards Section, who will assign Internal Affairs Investigators to respond to the scene, the 
Deputy Executive Director of Airport Law Enforcement & Protective Services, and on-call Media 
Relations Coordinator. 

The Deputy Executive Director of Airport Law Enforcement & Protection Services shall be 
responsible for notifying LAWA's Chief Executive Officer of the incident. If requested, the 
Deputy Executive Director of Airport Law Enforcement & Protection Services shall notify 
members of the Board of Airport Commissioners. 

3. In addition to the above notifications, the Watch Commander shall notify the LAPD's Force 
Investigation Division (via LAPD LAX Substation) and the law enforcement agency with 
jurisdictional authority where the incident occurred. 

C. Assigned Supervisor 
The assigned supervisor shall: 


1. Request additional officers, if needed, and secure the scene; 
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Ensure sufficient medical aid is on-scene; 

If the involved officer is required to remain at the scene of the incident, but has no duties to 
fulfill, the supervisor shall assign an officer to take the involved officer to a quiet area away from 
the scene and remain with him/her. The assigned officer shall be advised not to discuss details 
of the incident with the involved officer. 

Note: When possible, the assigned officer should be a supportive friend of the involved officer. 


Interview the officer(s) involved for an overview of the situation; 


Note: Only minimal, preliminary questions should be asked about the incident. The officers 
should be advised that a more detailed debriefing will be conducted at a later time. 


Have the involved officer(s) transported back to the station and request an additional supervisor 
meet the officer(s) at the station to isolate the officer(s) from other officers; 


Note- If two or more officers are involved in the incident, they shall be transported separately. 


Assign an officer as a scribe and prepare a scene log to record the arrival of involved 
investigative personnel at the location; 


Assign officer to locate witnesses to the incident; 


Stand by for the arrival of Internal Affairs Investigators and LAPD Force Investigations Division 
or the law enforcement agency with jurisdictional authority where the incident occurred. 


The supervisor shall provide assistance and cooperate fully with the investigators. 
Involved Officer at the Station 

When the involved officer(s) arrives at the station, the supervisor at the station shall: 
Isolate the officer(s) from the other officers; 


Ensure no caffeine or other stimulants or depressants are given to the officer(s) unless 
administered by medical personnel; 


Meet with the officer(s) to: 

Discuss standard investigation procedures that will occur; 

Advise the officer(s) that he/she may request legal counsel; 

Advise the officer(s) to not discuss the incident with anyone except an attorney, association 
representative, LAWA Police, LAPD investigators or an investigator from the law enforcement 
agency with jurisdictional authority. 


On Duty or Off Duty-Off LAWA Property 


Whenever an on/off duty officer off LAWA property becomes involved in a use of force incident 
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that results in serious injury or possible death to a suspect, the involved officer shall: 
Notify the local law enforcement agency with jurisdictional authority. 
Request paramedics, if an injury occurred: and, 


Notify the on-duty watch commander, as soon as possible, either by radio or phone, of the 
incident. 


Watch Commander 

The Watch Commander shall attempt to ascertain the severity of the suspect’s injury or whether 
or not a suspect is presumed to have died, and the circumstances surrounding the incident. The 
Watch Commander shall also: 


Dispatch a supervisor to the scene if the incident occurred in the City of Los Angeles, County of 
Los Angeles, and those counties bordering Los Angeles County, including: 


Orange County. 

San Bernardino County. 
Riverside County. 
Ventura County. 

Kern County. 


If the incident occurs beyond the counties listed above, the Watch Commander shall contact the 
Command Duty Officer for authorization prior to dispatching the supervisor to the location. 


Make notifications to: 

The Chief of Airport Police; 

The Command Duty Officer, who shall determine whether a supervisor shall be dispatched to 
the location, depending on the location of occurrence and seriousness of the circumstances 


surrounding the incident. 


The Officer-In-Charge, Internal Affairs Unit, who will assign Internal Affairs Investigators to 
respond to the scene. 


LAPD Force Investigations Division 


In addition to the above notifications, the Watch Commander shall notify the agency with 
jurisdictional authority where the incident occurred. 


Assigned Supervisor/Internal Affairs Investigator 
Upon arrival, the assigned supervisor and/or Internal Affairs Investigator shall liaison with the 


on-scene investigator or supervisor of the agency with jurisdictional authority if the incident 
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occurred outside of the City limits, request a summary of the situation and a copy of any reports 
generated by the incident. 
Administrative Responsibilities 
Reassignment of Officer 


Any officer involved in a use of force incident that results in serious injury or death to a suspect 
shall: 


Be removed from field duty and reassigned to administrative duties pending the outcome of an 
administrative review of the incident; and, 


Not be returned to field duty until certified to do so by the City Personnel Department Medical 
Services Section psychologist. 


Critical Incident Stress Debriefing 

LAWA Police personnel involved in any way with a use of force incident that results in death to a 
suspect will be required to attend a critical incident stress debriefing, which will be conducted by 
a contracted mental health team. 

Investigative Responsibility 

Administrative Investigation 

All use of force incidents listed in Section 7/4.2.A shall be investigated administratively by 
LAPD's Force Investigation Division investigators. At the conclusion of the investigation, LAPD 
Force Investigation Division shall forward the final report to the Deputy Executive Director of 
Airport Law Enforcement & Protection Services. A copy of this report shall be forwarded to the 
Chief of Airport Police. 

The Police Commission Office of the Inspector General will prepare an independent analysis of 
the administrative report and submit the report to the Board of Airport Commissioners for their 
consideration as part of the review process. 

Criminal Investigation 


LAPD investigators shall conduct the criminal investigation of all use of force incidents listed in 
Section 7/4.2.A that occur within LAWA property or the City of Los Angeles. 


The agency with jurisdictional authority, when the incident occurs outside of LAWA property 
shall conduct any criminal investigation resulting from the use of force incident. 


Review and Recommendation 
Use of Force Review Board 


The Use of Force Review Board shall review the final LAPD FID Investigation Report as 
outlined in Section 7/4.4.F. 
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2. Board of Airport Commissioners (BOAC) Review 


a. All use of force incidents listed in Section 7/4.2.A will be reviewed by the BOAC following the 
regular internal review process. 


b. All use of force incidents to be reviewed by the BOAC will be forwarded to the Deputy Executive 
Director of Airport Law Enforcement & Protection Services, following the internal review and 
evaluation. 

C. Review Process 


(1) The involved employee(s) Section Commanding Officer shall provide a preliminary report and 
briefing of each officer-involved incident presented to the BOAC for review. 


(2) Additional briefings shall be provided to the BOAC upon conclusion of the Coroner's Office 
Inquest and any other investigations conducted pertaining to the use of force incident. 


(3) The BOAC will review the use of force incident and all documentation and either concur with the 
LAWA Police findings or disagree with all or part of the findings. 


(4) When the BOAC disagrees with a use of force finding, it may request the Deputy Executive 
Director of Airport Law Enforcement & Protection Services to direct the LAWA Police Review 
Team to reconvene and review those specific areas of BOAC concern. 


(5) The Deputy Executive Director of Airport Law Enforcement & Protection Services or his/her 
designee will re-brief the BOAC on any returned investigation. 


7/5 Less Lethal Devices 

7/5.1_— Information 

Although classified as less lethal devices, these devices are still considered weapons. When using 
these devices, the potential exists to inflict serious or even fatal injuries. Therefore, the user should be 
trained in the proper deployment and use of these devices to deal effectively with potentially life 
threatening situations. 

DEFINITIONS 

Chemical Agent 


For purposes of this policy, this term refers to any chemical agent authorized for use by the LAWA 
Police. 


Canister 


For purposes of this policy, this term refers to the type and brand of handheld aerosol container 
authorized for use by the LAWA Police. 


37/40 MM Projectile Launcher 


The 37/40 MM Projectile Launcher is a less lethal shoulder weapon, which is designed to launch 37- 
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mm and 40-mm multiple purpose projectiles. 
7/5.2 Use of Chemical Agents 
Chemical Agents are provided by the LAWA Police to give officers an additional method of controlling 
non-compliant or combative suspects. In the Use of Force scale, chemical agents are included with 
compliance techniques such as "Twist Locks" and "Wrist Locks." The objective of using chemical 
agents is to control a suspect with only the minimum force necessary without increasing the risk to 
officers and suspects. 
A. Carrying of Chemical Agent Canister 
1. On Duty 
a. Uniformed Officers 
All sworn and non-sworn uniformed officers shall be issued and carry an authorized chemical 
agent canister on their duty belts while on duty as specified in Chapter 6, Section 1, Subsection 
5, Paragraph A.5. 


b. Sworn Officers - Plainclothes Assignments 


Sworn personnel may be issued a smaller chemical agent canister to be carried on duty when 
assigned to plainclothes and administrative duties. 


Cc. The carrying, on-duty, of any other chemical agent canister other than those authorized and 
issued by the LAWA Police is prohibited. 


2. Off-Duty 
Sworn officers may carry the issued chemical agent canister while off duty. 


Note - This section does not prohibit a non-sworn employee from carrying a chemical agent 
canister if he/she uses the chemical agent in compliance with state law and local ordinances. 


B. Training Requirement Prior to Issuance 
Prior to being issued a chemical agent canister, officers shall complete a documented training 
class in the proper use of the type of chemical agent as authorized and issued by the LAWA 
Police. 


C. Use of Chemical Agent Device 


Whenever an on duty officer uses a chemical agent device to control a suspect, the officer shall 
have the suspect medically treated in accordance with Section 11/3, Subsection 4. 


A copy of the MT report and medical approval to book shall be included in the arrest report. 
D. Use of Force Report 


A Use of Force Report shall be completed whenever a chemical agent device is used to subdue 
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an individual as specified in Section 7/4, Subsection 2 and 3. 


7/5.3 Use of the 40 MM Projectile Launcher 


Only LAWA Police sworn personnel who have received and successfully passed the approved training 
in the use of the device to be deployed shall be deemed qualified to use that device. 


Note - Chemical irritant agent devices shall only be used by authorized personnel as directed by the 
squad leader or supervisor upon authorization of the LAWA Police Incident Commander. 


A. 


Approved 37/40 MM Projectile Rounds 

The use of these projectiles is appropriate in circumstances involving a non- 
compliant/combative suspect or situations where the suspect presents an immediate threat to 
the officers or others. 

All LAWA Police personnel utilizing these less lethal devices must do so only when justified by 
circumstances and shall be governed by Section 7/4 (Use of Force). In addition, use of any 
grenade or projectile containing a chemical agent shall fall under the training and reporting 
requirements of this Section. 

40 MM Exact Impact Sponge Projectile 


The 40 MM Exact Impact Sponge Projectile is designed for use against all potentially violent or 
non-compliant subjects and any subject who may be armed with a weapon. 


Chemical Irritant Grenades 

These munitions, when fired from a launcher into a crowd, ignite after striking the ground and 
rapidly disperse a thick cloud of chemical irritants into the air. They are designed for crowd 
dispersal. 


Short-Range Blast Dispersion Duster Cartridge 


This 37/40 MM cartridge, when fired from a launcher, creates a cloud of chemical irritant agent 
designed to disperse a crowd. 


37/40 MM Ferret Projectile 

The 37/40 MM Ferret non-flammable chemical irritant projectile is designed for use against 
suspects who have barricaded themselves inside enclosed structures and vehicles, and are 
restricted for use by ESU personnel only. 

37/40 MM Multiple Foam Rubber Baton, and Stinger Projectiles 

The 37/40 MM Multiple Foam Rubber Baton, Stinger and Wood Baton projectiles are designed 
for use in crowd control and to break up and move crowds. These rounds are restricted for use 
by ESU personnel only. 


Training 
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Sworn Supervisors 


All sworn supervisors shall be trained in the use of the 40 MM Projectile Launcher, and 
demonstrate proficiency in the use of the 40 MM, Exact Impact Sponge projectiles. 


Sworn Officers 


Sworn officers shall be trained in the use of the 40 MM Projectile Launcher, and demonstrate 
proficiency in the use of all approved 37/40 MM projectiles. 


Deployment 

A 40 MM Projectile Launcher, with four (4) Exact Impact Sponge rounds shall be stored in a 
locked container which will be placed in the truck of the patrol vehicle of the officer assigned to 
the device. 


Patrol Services 


Patrol Watch Commanders shall ensure that an adequate number of trained officers are 
assigned to each shift to deploy the 40 MM Projectile Launcher with assigned munitions. 


Note - Refer to Section 5/7.1 for issuance and check in procedures. 

Specialized Units 

Specialized unit personnel selected to utilize the 37/40 MM Projectile Launcher must meet 
current training requirements and shall be responsible for the launcher and projectiles during the 
operation. 


Storage 


When not deployed, (with the exception of ESU personnel), all 40 MM Projectile Launchers and 
munitions shall be secured in the armory. 


Replacement of Expended Projectiles 


Whenever a projectile or munition is used, the sworn employee who fired the projectile/round 
shall be responsible for recovering the used munition and/or empty projectile casing when 
possible. All expended casings and munitions shall be given to the Defensive Tactics Unit as 
soon as possible. 


Defensive Tactics Unit shall replace or make the proper notifications for re-order of additional 
projectiles/munitions. The officer that fired the munitions shall request replacement and 
complete a Munitions Report Form AP #245M which is located in the Watch Commander's 
Office, prior to EOW. 


The completed Form AP #245M shall be forwarded to the Defensive Tactics Unit for statistical 
follow-up. 


Reporting Requirements 
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Whenever a less lethal device is used against a combative individual, a Use of Force Report 
shall be generated, as outlined in Sections 7/4.2 and 7/4.3. 
Use of the TASER 
General 
TASERs or other approved electronic shocking devices may only be used when justified under 
the Use of Force policy. These devices shall never be used on persons to test or demonstrate 
the device. 
Officers are not authorized to draw or display the TASER, except for training, unless the 
circumstances create reasonable belief that it may be necessary to use it. The TASER will be 
handled in the same manner as a firearm and will be secured prior to entering any detention 
facility. 
The TASER is a hand-held electrical incapacitation device equipped with both standard and 
laser sights. The weapon provides officer an additional option by which to safely take persons 
into custody who are actively resisting arrest or posing a threat to themselves or others. 


The M-26 and X-26 TASERs are the only electrical incapacitation devices approved for use by 
sworn LAWA Police personnel. 


Only sworn personnel trained and certified by the LAWA Police in the use of the TASER and 
any other approved electrical incapacitation device are authorized to use these less lethal 
devices while on duty. 


The TASER may be used when a subject is displaying active, aggressive or aggravated 
aggressive resistance to an officer attempting to conduct legal law enforcement activities. 


The TASER will not be used: 


When the officer knows a subject has come in contact with flammable liquids or is in a 
flammable atmosphere; 


When the subject is in a position where a fall may cause substantial injury or death; 
Punitively for purposes of coercion, or in an unjustified manner; 

When a prisoner is effectively restrained by handcuffs or other restraining devices; 
To escort or jab individuals; 

To awake unconscious or intoxicated individuals; or 

When the subject is visibly pregnant, unless deadly force is the only other option. 


The TASER should not be used in the following circumstances, unless there are compelling 
reasons to do so which can be clearly articulated: 


When the subject is operating a motor vehicle; 
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When the subject is holding a firearm; 
When the subject is at the extremes of age or physically disabled; or 


In a situation where deadly force is clearly justifiable unless another officer is present and 
capable of providing deadly force to protect the officers and/or civilians as necessary 


When it is known that the individual has a pacemaker; or 
When the individual is near a pool, lake or similar body of water to avoid drowning. 


The TASER may be used under the same or similar circumstances as chemical agents. The 
decision to use the TASER is the same as the decision to use chemical agents or a baton. The 
decision whether to use any less lethal device or which less lethal device should be used 
depends upon the totality of the circumstances (i.e. the surroundings, actions of the person, 
distance between the officer and the individual, etc.). Therefore, for example, an officer does not 
have to use a chemical agent, find it ineffective under the circumstances, and then move to the 
TASER. Officers must assess the effectiveness of each TASER application and determine 
whether further applications are warranted or a different tactic should be employed. 


Verbal and Visual Warning 

A verbal warning of the intended use of the TASER should precede each application, unless it 
would otherwise endanger the safety of the officer(s) or when it is not practicable, due to the 
circumstances. The purpose of the warning is for the following: 


Provide the individual with a reasonable opportunity to voluntarily comply. 


Provide the individual with a reasonable opportunity to comply before a repeated application, if 
practical under the circumstances. 


Provide other officers and individuals with a warning that a TASER may be deployed. 


If, after a verbal warning, an individual is unwilling to voluntarily comply with an officers lawful 
orders and it appears both reasonable and practical under the circumstances, the officer may, 
but is not required to, display the electric arc (provided there is no cartridge loaded into the 
TASER) or the laser in a further attempt to gain compliance of the individual, prior to the 
application of the TASER. The aiming laser should never be intentionally directed into the eyes 
of an individual, as it may permanently impair his/her vision. 


Use of the TASER 


The TASER may be deployed on individuals who are violent, or who pose a threat to 
themselves or others, when an officer believes: 


Attempts to subdue the suspect with other tactics have been, or will likely be, ineffective in the 
situation; or 


There is a reasonable belief that it will be unsafe for officers to approach within contact range of 
the suspect. 
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Verbal threats of violence by an individual do not alone justify the use of the TASER. Any threat 
must be a credible one. 


The TASER can be used in 3 different ways: 

As a show of force intended to de-escalate a situation by: 

Drawing or exhibiting the TASER; 

Creating an electrical arc between the prongs; or, 

Pointing the activated laser sight on the suspect. 

Using the TASER as a direct contact stun gun (Drive Stun); 

Use of the "Drive Stun" is discouraged except in situations where firing TASER darts is not 
possible and the immediate application of the "Drive Stun" will bring a subject displaying active, 
aggressive or aggravated aggressive resistance safely under control. Multiple "Drive Stuns" are 
discouraged and must be justified and articulated on the Use of Force Report. 

Firing TASER darts at an individual as a means of incapacitating him/her. 

Post Use Procedures 


Officer's Responsibilities 


Whenever an officer uses a TASER as a direct contact stun device to gain compliance or by 
firing the darts to incapacitate and subdue a suspect, the officer shall: 


Render first aid to the suspect, if needed; 
Notify a supervisor immediately; 


Notify paramedics if the individual loses consciousness or shows other signs requiring 
emergency medical attention. 


Transport the individual to a medical facility for examination and clearance before booking or 
medical detention (See Part B-3). 


If the TASER is used as a contact stun device or if darts are discharged, photograph the area of 
the skin affected. Photographs should be taken as soon as possible, but after the contact area 
is cleaned and before treatment, if possible. 


One set of photographs shall be booked into evidence. An additional set shall be taken and 
attached to the Use of Force Report. 


Whenever the darts are discharged, the expended TASER cartridge shall be collected and 
booked into evidence. 


Complete a Use of Force Report and attach the additional set of photographs. 


Manual of the Los Angeles World Airports Police 


CHAPTER VII — Weapons and Use of Force 


Assigned Supervisor's Responsibilities The supervisor shall ensure: 
Proper care is given to any individuals needing medical attention; 
Officers follow proper use and reporting procedures; 

The Watch Commander is notified whenever a TASER is deployed. 
Medical Treatment 


Whenever TASER darts make contact with an individual's clothing or skin, the person shall be 
immediately transported to the nearest contract hospital for medical treatment. 


Note: Only medical personnel shall remove darts from a person's clothing or skin. 
Deployment 


Patrol Watch Commanders shall ensure that an adequate number of trained officers are 
assigned to each shift to deploy TASERs. 


Note - Refer to Section 5/7.1 for issuance and check in procedures. 
Equipment Care and Handling 


Officers shall inspect the TASER for damage and cleanliness, and replace batteries and 
cartridges when required. 


Note: Malfunctioning or damaged TASERs shall be forwarded to the Training Unit Defensive 
Tactics Team for repair. 


Officers shall conduct an arc test at the beginning of each shift to ensure the TASER will 
function properly. This test is conducted by removing the cartridge, test firing the weapon and 
observing the electrical arc. 

Authorized Duty Holsters 


Officers shall carry the TASER in a department approved holster. The holster shall be carried in 
the duty belt on the side opposite the duty firearm, cross draw position is optional. 


The only approved TASER holsters are the S.O. Tech Model THATBR X-26 TASER holster and 
the Blackhawk Serpa X-26 Duty Holster. 


The Blackhawk Serpa X-26 Duty Holster is an optional duty item, to be purchased by the officer 
with his/her own personal funds and is non-reimbursable. In addition, officers must complete a 
Division-approved training course and show proficiency with this holster prior to using it on duty. 


Tasers not carried in a holster shall not have a live cartridge attached. Cartridges shall only be 
loaded in an actual deployment situation. 


Accidental Discharge of a Taser 
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Whenever a TASER cartridge is accidentally discharged, the officer shall: 


Submit an Employee's Report to their immediate supervisor, outlining the circumstances of the 
accidental discharge; and, 


Surrender the TASER and discharged cartridge to their supervisor. 
The involved supervisor shall: 


Make a notation on the TASER Qualified Officer list that the involved officer not be issued a 
TASER until further notice. 


Review the circumstances surrounding the discharge and draft a memo to the Watch 
Commander documenting the findings. The Watch Commander shall review the memo and 
forward the memo, with any additional comments, to the Patrol Commander. 


Immediately forward the TASER and discharged cartridge to the Training Unit Defensive Tactics 
Team member assigned to the Training Unit for testing and evaluation. 


If the accidental discharge occurred after business hours, an Equipment Damaged/Repair 
Notice shall be attached to the TASER. The TASER and detached cartridge shall be secured in 
the Watch Commander's Office. The involved supervisor shall e-mail the Defensive Tactics 
Team member assigned to the Training Unit and inform him/her of the location of the TASER. 
The TASER shall be picked up the next business day. 


Tasers involved in an accidental discharge shall not have an Equipment Damaged/Repair 
Notice attached to it and be left in the Armory. 


If the supervisor determines that the accidental discharge occurred due to a training issue, a 
copy of the supervisor's report to the Watch Commander shall be forwarded to the Defensive 
Tactics Team member assigned to the Training Unit. 

Note: The involved officer shall not be issued a TASER until the completion of remedial training. 


The Defensive Tactics Team member assigned to the Training Unit shall: 


Test and evaluate the TASER for functionality prior to returning the TASER to the Armory and 
draft a report on the results of the evaluation. 


The report shall be given to the Professional Standards Commanding Officer for review and 
approval. 


The report shall be retained by the Training Unit. 
Remedial Training 
If it is determined that the accidental discharge was due to a training issue, the Defensive 


Tactics Team shall schedule the involved employee for remedial training by issuing a Training 
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Order through the Training Unit. This training shall be completed in a timely manner and 
documented as outlined in Section 4/1.6. The involved employee must successfully complete 
remedial training prior to being issued a TASER for duty use. 

Upon completion, a memo shall be drafted to the involved employee's immediate 
supervisor/Watch Commander of the outcome of the remedial training. A copy of this memo 
shall be sent to the concerned Section Commander. 


The involved officer's name shall be placed back on the TASER Qualified Officer list upon 
completion of remedial training. 


Storage 


The TASER shall be stored in the issued case, along with two cartridges and 1 extra battery 
case, in the trunk of the officer's assigned patrol vehicle unless deployed. 


TASERs not deployed shall be stored in the Kit Room Armory. 
Audits 

The Defensive Tactics Unit shall: 

Conduct an audit of the Tasers and equipment every three months. 
Maintain the Taser Equipment Check-out/Check-In Sheets. 

Impact Devices 

Authorized Impact Device — Batons 

Specifications 


The baton may be either wood, synthetic material or metal, straight or side handled, 24 to 26 
inches in length. 


Expandable Batons 


The Monadnock brand PR-24XTS expandable side handle baton and the Monadnock brand 
Auto lock expandable straight stick baton are approved for duty use. 


Note: ASP expandable batons are not authorized for duty use by any LAWA Police employee, 
regardless of area of assignment. 


The 26-inch expandable straight stick baton is authorized for use by uniformed personnel, while 
those assigned to plainclothes assignments (i.e. - Crime Suppression, Dignitary Protection, etc.) 
may utilize the 18 to 21-inch expandable straight stick baton. 

Training Requirements 

The type of baton the officer is authorized to carry for use will depend upon the officer's training 

and qualifications. 
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Officers trained in the use of the PR-24 are eligible to carry the collapsible PR-24. However, 
officers who wish to carry the expandable straight stick baton shall complete a mandatory 4- 
hour certified training class prior to using the baton on duty. 

All newly hired sworn and non-sworn officers are required to attend a LAWA Police in-service 
baton training class taught by LAWA Police Defensive Tactics Instructors for familiarization in 
Use of Force Policy and to demonstrate proficiency in the use of the baton the officer is 
authorized to carry 


All uniformed personnel shall attend an in-service Defensive Tactics training course that 
includes refresher training in the use of the baton once every six (6) months. 


Improvised Impact Devices 


During rapidly-evolving confrontations a uniformed employee may have to resort to an 
improvised impact device: 


That is not part of the LAWA Police's formal training; 
That may not be covered in the Use of Force policy; 
In a manner that is not in conformity to training; or, 


That has an unintended outcome caused by the suspect's actions that is not a design of the 
LAWA Police's training curriculum. 


All officer's actions that are reasonable will be considered to be justified and within policy, even 
if the action is not addressed in the Use of Force policy. For example, officers will not use a 
flashlight as an impact device except where it is necessary to protect themselves or others from 
an immediate threat of death or serious bodily injury. 

Prohibited Impact Devices 

LAWA Police employees are prohibited from carrying the following articles while on duty: 
Blackjacks; 

Saps 

Weighted Gloves 

Use of Pepperball Munitions 


Use of Pepperball Launcher and Munitions 


Emergency Services Unit (ESU) personnel who have received and successfully passed the 
approved training in the use of this device shall be deemed qualified to use the device. 


Specialty munitions shall only be used by authorized ESU personnel as directed by the ESU 
squad leader upon authorization of the LAWA Police Incident Commander. 
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Approved Pepperball Launchers and Projectiles 

ESU personnel utilizing these less lethal devices must do so only when justified by 
circumstances and shall be governed by Section 7/4 (Use of Force). In addition, use of any 
grenade or projectile containing a chemical agent shall fall under the training and reporting 
requirements of this Section. 

Launchers 


The Pepperball Technologies Inc. SA200 carbine and SA10 pistol are the only authorized 
pepperball launchers. 


Projectiles 

Live (Capsain II) powder filled Round - Red color. The use of these projectiles is appropriate in 
circumstances involving a non-compliant/combative suspect or situations where the suspect 
presents an immediate threat to the officers or others. 


Training Round - Purple color. 


Marking Round - Green color. This round may be used during a major civil disturbance and fired 
at crowd agitators for purposes of identification for arrest teams. 


Glass Shattering - White color. This round may be used in tactical situations where glass or 
mirrors need to be broken. 


Training 


ESU personnel shall be trained in the use of the pepperball launcher, and demonstrate 
proficiency in the use of all approved pepperball projectiles. 


Deployment 

A pepperball projectile launcher, with sufficient pepperball rounds shall be stored in a locked 
container, which will be placed in the truck of the patrol vehicle of the ESU officer assigned to 
the device. 


Storage 


When not deployed, all pepperball projectile launchers and munitions shall be secured in the 
ESU office. 


Replacement of Expended Projectiles 


The ESU supervisor shall replace or make the proper notifications for re-order of additional 
pepperball projectiles. 


Reporting Requirements 


Whenever a less lethal device is used against a combative individual, a Use of Force Report 
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shall be generated, as outlined in Sections 7/4.2 and 7/4.3. 
7/5.7 Diversionary Devices 


The use of diversionary devices is a proactive and decisive measure that can assist in reducing the risk 
of injury and loss of life. Their use is intended to momentarily distract and/or temporarily disorient a 
suspect so that the person can be taken into custody with a minimized chance of injury to the 
suspect(s) or officer(s) involved. Circumstances justifying the use of tactical distraction devices include, 
but are not limited to: 


° High-risk building/room entries. 
° To prevent or discourage suspects from harming themselves or others. 
° To prevent or discourage suspects from arming themselves or destroying evidence. 


For the purposes of this policy, a tactical distraction device (also referred to as a tactical diversionary 
device) shall be defined as any device designed and used to emit a loud noise and an intense flash of 
light for the purpose of distracting or disorienting a suspect(s). 


A. Training Requirement 


Only Emergency Services Unit (ESU) members who have successfully completed a POST 
approved training course in the proper use and deployment of tactical distraction devices shall 
be authorized to use them during actual operations. These devices shall be used in accordance 
with the manufacturer’s recommendations for each device type. 


B. 

C. Authorization for Use 
Diversionary devices shall not be deployed on an operation without prior authorization from the 
ESU Officer-In-Charge. 
Except in extreme emergencies, diversionary devices shall not be used without prior 
authorization from the ESU Tactical Cadre Leader on scene. 

C. Issuance Procedures 
As these devices are issued, they will be signed out for by serial number. They will be signed 
back in on the same sheet, with expended devices being so noted. This provides accountability, 
as well as assistance in the reporting process. 

D. Reporting Requirements 

1. The ESU shall report the serial number of each expended or misfired device to the ESU Officer- 
In- Charge on a monthly basis. The following information will be included in both of these 
reports: 

a. Type of device (brand and model number); 
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Serial number of each device expended or misfired; 
Date each device was expended or misfired. 


Devices of this type are classified by the federal government as destructive devices. Their serial 
numbers must be reported to the Bureau of Alcohol Tobacco & Firearms (per the National 
Firearms Act). The ESU Officer-In-Charge shall be responsible for reporting all expended or 
misfired devices each quarter to the Bureau of Alcohol, Tobacco & Firearms. 


Storage 


These devices should be stored in their original packing containers until issued to personnel. 
The manufacturer’s recommendations for storing each device type should be followed whenever 
possible. 


Handling 


Tactical distraction devices have an integrated safety pin, which secures the safety lever 
(“spoon”) to the fuse assembly. The ends of the pin are bent to secure the pin to the fuse 
assembly. The safety pins shall not be straightened or removed for any reason until it becomes 
apparent that the immediate use of the device is imminent. The safety pin should be retained 
until the device is expended in case it becomes necessary to render the device safe prior to 
releasing the safety lever. 


All ESU Tactical Cadre members assigned to deploy and/or use these devices shall wear eye 
protection, fire-resistant balaclava and gloves as a safety precaution. They will also have in their 
possession (and readily accessible) a spare safety pin. 

These devices shall not be used absent the presence of a fire extinguishing apparatus. In the 
event of a misfire, the manufacturer's recommendations for that particular device type shall be 
followed. 

Ordering 


The ESU Officer-In-Charge shall order tactical diversionary devices on an "as-needed” basis. 
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Crime Analysis 

Crime Analysis Detail 

Policy 

It is the policy of the LAWA Police to maintain a Crime Analysis Detail for the specific purpose of 
collecting, collating, analyzing, and disseminating crime related data. This detail is responsible 


for processing the data, preparing crime analysis reports and other reports as needed. 


This section sets forth a system for the collection, analysis and dissemination of crime data for 
identifying crime trends and to assist in the effective deployment of LAWA Police resources. 


Chain of Command 

The Chain of Command of the Crime Analysis Detail is as follows: 
Chief of Airport Police; 

Deputy Chief, Office of Operations 

Commanding Officer, Patrol Services Section; 

Supervisor, Crime Analysis Detail 

Duties and Responsibilities 


The Crime Analysis Detail has the responsibility to collect, collate, analyze and disseminate all 
data processed for crime analysis. The process and procedures are as follows: 


9/1.2 Collection of Data 


Crime, arrest and other data shall be extracted from crime reports, field interview reports, arrest reports, 
and employee's reports. 


Collection of pertinent data from other agencies or sources shall be coordinated by the Police Crime 
Analysis Detail (CAD). 


A. 


Collection of Data 


Crime and arrest information shall be collected daily to ensure timely and meaningful analysis, 
this data shall be classified according to: 


Type of crime; 
Detailed description of offenders; 
Time of Occurrence; 


Geographical location by reporting districts; 
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Other appropriate categories. 

Analysis of Data 

Crime data shall be analyzed to: 

Identify criminals and their methods of operation; 

Determine evolving and existing crime patterns; 

Facilitate apprehension and prosecution of criminals; 

Furnish data for long-range planning. 

Dissemination of Crime and Arrest Data 

Monthly summaries of crime occurrences shall be prepared and distributed by the Police Crime 
Analysis Detail to all sections, and units of the LAWA Police. Section Commanders and Unit 
Supervisors shall be responsible for further distribution of this information to personnel under 
their command. 

Crime Factors 

Specific crime factors in the monthly crime analysis report shall include the following: 
Frequency of crime; 

Location, time(s), and date; 

Victim and target description; 

Physical evidence information; 


Suspect and suspect vehicle description; 


Method used to attack victim or property (Modus Operandi). 


9/1.3 Crime Analysis Report 


The monthly report shall contain a spot map or computer generated printout depicting crime 
occurrences, times and locations. 


The Commanding Officer, Patrol Services Section, shall review all reports and utilize the information to 
assist in the formulation of field deployment. Trends should be closely observed particularly as they 
relate to peak travel usage and numbers of persons frequenting the airport facilities. 


The Commanding Officer, Patrol Services Section, shall utilize these reports to assist in focusing and 
concentrating resources on those areas and victims that may be targeted by perpetrators. 


A. 


Outside Distribution 
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Crime analysis reports shall be made available to other agencies, which have law enforcement 
responsibilities in the Airport complex. 


Confidential reports shall only be distributed to concerned agencies and only with the express 
authorization of the Chief of Airport Police or a designee. 


Distribution of crime, arrests and related reports may also include other agencies of the Criminal 
Justice System. 


A copy of the crime analysis reports shall be forwarded to the LAWA Media Relations Division. 


Feedback System. 


All Commanding Officers shall address the crime situation in the monthly management report to the 
Chief of Airport Police. If the commanding officer has direct responsibility for crime 
deterrence/suppression, he shall detail the plans and the manner in which he is concentrating his 
efforts in the report. 


Commanding officers who are providing support services to line sections shall address the manner in 
which their personnel are assisting the efforts of line personnel in crime suppression. 


9/1.5 
A. 


Crime Bulletins and Alerts 
Development of Crime Bulletins and Alerts 


All assertions and statements contained in a Crime Bulletin or Alert, including Information Only 
Bulletins shall be supported by written documentation on file in the CAD office. 


CAD are not required to produce any Bulletins or Alerts that, in the judgement of the CAD staff 
requires supporting written documentation, unless such documentation is provided to CAD prior 
to release of the Bulletin or Alert. 

Review and Approval of Crime Bulletins and Alerts 

All Crime Bulletins and Alerts shall be reviewed and approved by the Patrol Services Section 
Commander or the Detective investigating the crime prior to release. In the absence of either 
the Commander or the detective, the Bulletin or Alert shall be reviewed by the Chief of Airport 
Police or designee, or the Commander acting in the absence of the Chief of Airport Police. 
Release of Bulletins and Alerts to Outside Agencies 

Requests for Bulletins and Alerts from outside agencies shall be submitted to the Crime 
Suppression Unit supervisor. In urgent situations, and in the absence of the Crime Suppression 
Unit supervisor, the request shall be directed to the CAD supervisor. 

Special Units 

Dignitary Protection Unit 


Mission Statement 
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The Los Angeles World Airport Police established the Dignitary Protection Unit in 1986. The 
purpose of the unit is to ensure that dignitaries arriving and departing Los Angeles International 
Airport receive the proper protection and courtesies while at the airport and to maintain liaison 
with federal, state, local and international law enforcement agencies and the Los Angeles 
Consular Corps. 


The responsibilities of the Dignitary Protection Unit include: 


Providing world class protection to dignitaries arriving and departing Los Angeles International 
Airport; 


Avoiding embarrassment to the U.S. government, the dignitary, the dignitary's government, the 
City of Los Angeles and the Los Angeles World Airports; 


Acting as the liaison with the protocol offices of the United States Secret Service, the United 
States Department of State, the California Highway Patrol, the State of California Attorney 
General's Office, the Los Angeles County District Attorney's Office, the Los Angeles County 
Sheriff's Office, the Los Angeles County Office of Protocol, the City of Los Angeles Mayor's 
Office of Protocol, the Los Angeles Consular Corps and other agencies, on behalf of the Los 
Angeles World Airports and the LAWA Police; 


Being the single contact point to assist agencies with planning implementing and coordinating 
the protection of the dignitary while at Los Angeles International Airport; 


Acting as liaison with intelligence organizations on a regular basis to share intelligence 
information pertaining to the aviation community, local and state issues and events as they 
relate to the Los Angeles World Airports; 


Insuring the arrival or departure of a dignitary does not interfere with the everyday operation of 
the involved airline and the general operation at LAWA; 


Protecting assets belonging to the Los Angeles World Airports. 
Core Values 


Insure that diplomats and consular corps officers are accorded their respective privileges, rights 
and immunities as directed by international law and federal statues; 


Courtesy and respect are paramount to a professional resolution. 

Bicycle Patrol Unit 

Mission 

The Bicycle Patrol Unit shall support the mission of the LAWA Police with specific emphasis on: 


Crime suppression and criminal apprehension in the Airport parking structures and outer 
parking lots; 


Tenant and public contact to promote public relations between LAWA Police and the 
community; 
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Support response to calls for service within designated patrol areas, particularly calls for 
screening station support; 


Traffic control in the Airport Central Terminal Area. 
Tactics 
Tactics to be utilized by the Bicycle Patrol Units shall include, but not be limited to: 


Providing high visibility patrol for LAWA operated parking structures, outer parking lots and 
employee parking lots; 


Silent approach to observed or reported crimes-in progress and suspicious activity in the 
designated patrol areas; 


Providing night time escorts in parking lots, if requested, based on availability; 
Traffic control, utilizing bicycles to bypass heavy vehicle traffic; 

Rapid apprehension of fleeing suspects; 

Rapid response to emergency calls; 


Liaison with tenant employees to identify special enforcement problems and provide input for 
possible solutions to these problems; 


Selective enforcement in locations identified as high crime areas; 
Management 
Selection 


Selection of candidates for the Bicycle Patrol Unit shall follow the procedures outlined in Section 
3/8 — Special Assignments. 


Supervision 


Unit supervision shall be the responsibility of the assigned unit supervisor. The assignment as 
Unit supervisor shall be a collateral assignment to that supervisor's primary assignment. 


Deployment 

Deployment of bicycle patrols shall be in two officer teams. Deviations may be made with the 
approval of the Unit supervisor. The Unit's duty hours and days shall be flexible for response to 
enforcement problems. 

Training 

All officers assigned to the Bicycle Patrol Unit shall complete a 40-hour POST approved Bicycle 


Patrol Course prior to being deployed on bicycle. 
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Exceptions may be made by the Unit supervisor for training purposes provided adequate 
measures are taken for safety. 


Equipment and Uniform Specifications 


Refer to Section 6/3.1 for Equipment and Uniform Specifications. 


9/2.3 Vulnerability Assessment and Analysis Unit 


The Vulnerability Assessment and Analysis Unit was created to ensure compliance with Federal 
Aviation Regulations relating to the security of the Air Operations Area. 


A. 


Mission Statement 

It is the mission of the Vulnerability Assessment and Analysis Unit to ensure a safe environment 
for business and travel at Los Angeles International Airport through compliance with the 
Comprehensive Airport Security Program with emphasis on security awareness, physical 
security and participation of all those who travel or conduct business at all LAWA airports. This 
mission can be accomplished through education, self-inspection, enforcement and a 
cooperative effort among all those affected at LAWA. 

Duties and Responsibilities 

The Vulnerability Assessment and Analysis Unit is responsible for: 

Inspecting LAWA Tenant and Cargo facilities to ensure compliance with exclusive area 
agreements, tenant security agreements and the applicable Comprehensive Airport Security 
Program (ASP); 

Conducting security assessments of new and existing LAWA facilities to improve security; 


Providing security related guidance to contractors and LAWA employees relating to construction 
at all LAWA airports; 


Training LAWA employees, tenants and contract employees on their responsibilities under the 
ASP; 


Training contract screening company and airline employees on proper restricted area access 
alarm 
resolution; 


Updating the federally-mandated ASP to reflect changes in conditions affecting security at all 
LAWA airports and mandatory ASP changes required by the FAA; 


Evaluating access control systems, methods and procedures for effectiveness in light of current 
security needs and make recommendations for improvement, where appropriate; 


Maintaining perimeter lock and key records in accordance with the ASP; 


Evaluating access control procedures at LAWA airfield access posts and make 
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recommendations for improvements, as appropriate; 


Acting as a liaison with FAA personnel in a cooperative effort to ensure a safe airport 
environment; 


Conducting follow-up investigations of reported security breaches and other airport security- 
related incidents; 


Utilizing the applicable automated access control system to grant, update, delete or restrict 
access to the Air Operations Area; 


Conducting the federally-mandated annual aviation security contingency exercise; 


Maintaining records of airport security incidents, security improvements and security training 
provided by VAAU personnel. 


Commercial Enforcement Unit 
Mission Statement 


To enhance the safety of the public who use commercial ground transportation at Los Angeles 
World Airports. 


To assist allied agencies with enforcing rules and regulations governing all transportation of 
persons and property. 


To inspect permits and work locations of commercial vehicles doing business on LAWA 
property. 


To investigate motor vehicle traffic collisions that occur within the LAWA jurisdiction. 
To enforce parking regulations within employee parking lots. 

To support the Dignitary Protection Unit as needed. 

Duties and Responsibilities 

Investigate traffic collisions involving LAWA Police Vehicles. 

Patrol Functions 

Central Terminal Area 

Commercial Vehicles 

Ensure all commercial vehicles comply with LAWA rules and regulations. 


Note - Any commercial vehicle may drop off whether it is part of the airport permit program or 
not. 


For-Hire Vehicles 


Manual of the Los Angeles World Airports Police 


9/2.5 


CHAPTER IX — Support Functions 


Vehicles that appear to be for-hire, regardless of whether they are authorized or unauthorized, 
are to inspected for the following: 


An Airport decal and/or a trip ticket when a for-hire limousine is observed in the CTA orina 
parking lot; 


Authority to do business at LAWA in accordance with applicable local ordinances, and within the 
state in accordance with Public Utility Code Sections 5371 and 5379, when applicable; 


A correctly filled out waybill, when applicable; 

Meters, logos, decals, driver's permits, etc. if the vehicle is a taxi. 

Bus/Van/Shuttle Stop and Taxi Zone Parking Enforcement and Inspections 

Holding Lots 

Ensure only authorized personnel are utilizing the lots. Enforce all soliciting ordinances. 
Cargo Areas 


Enforce all parking and traffic regulations in the cargo complexes. Inspect permits of catering 
trucks operating in these areas. 


Plain Clothes Details 

CEU officers, assigned to work plain clothes, target unauthorized persons soliciting passengers 
as for-hire vehicle drivers in violation of applicable local ordinances and/or PUC Section 5371 by 
acting as passengers to have these individuals solicit them, or be close enough to be a witness 
when they solicit other people. 

Vehicle Inspections - Passenger Commercial Vehicles 

Periodical checks of passenger commercial vehicles are conducted at LAWA by CEU. 
Occasionally, these checks are conducted as a joint enforcement activity with the California 
Highway Patrol, Landside Operation, the Public Utility Commission, and other local regulatory 
agencies. 

Dignitary Protection Unit (DPU) Details 

CEU officers provide uniformed support for DPU details when needed. 

Any other duties as may be required by the Traffic Services Section Commander. 

Canine Unit 

Mission Statement 

The Canine Unit is dedicated to enhancing the law enforcement services of the Los Angeles 


World Airports Police through high visibility patrols, physical deterrence, unattended vehicle and 
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article investigations, explosives detection, and public service to the aviation community. 

The Canine Unit will strive to reduce the expenditure of police staffing hours while increasing the 
safety of both the public and LAWA Police personnel by utilizing the canine and Handlers' 
training and expertise. 

Policy 

The Canine Unit will respond to any request for service from within the LAWA Police, and may, 
upon request, assist outside law enforcement agencies. The Canine Unit will perform duties 
deemed appropriate by the Canine Unit Supervisor in support of the Mission of the Los Angeles 
World Airports Police. 


The Canine Handler is responsible for making the final decision whether the Canine will be 
deployed in any given situation. 


Information 

Definitions 

Police Service Dog/Canine - A dog specially trained to search for suspects, evidence and 
explosive materials, and to apprehend fleeing suspects, under the guidance of a trained Police 


Service Dog Handler. 


Handler - A sworn LAWA Police employee who has been selected and trained to work with 
Police Service Dogs. 


Team - A Handler and a Police Service Dog who are assigned to work together as partners. 


Canine Unit - A specialized unit within Patrol Services Section dedicated to providing Canine 
Team services to the LAWA Police. 


Approved Vendor/Trainer - The company (ies) or agencies LAWA contracts with for the 
acquisition of canines, to conduct the basic Handler and explosive detection courses, and to 
advise and consult with LAWA Police regarding police service dogs. 

General Application 

Canine Teams provide the following benefits: 

Provide high visibility patrol of terminal areas; 

Respond to unattended article calls; 

Search for explosives, suspects or evidence; 

Assist the LAPD, LASD or Ontario Police Bomb Squad upon request; 


Assist the Transportation Security Administration (TSA) upon request; 


Facilitate the capture of suspects while reducing potential injury to officers, the public, or the 
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suspect. 

Overview of Police Service Dog Use 

An officer has a variety of options/tactics available to him/her which may be used to identify a 
possible explosive device, apprehend a suspect or control a potentially dangerous situation. 
Officers must evaluate each situation and determine whether the use of the canine is a 
reasonably effective and safe option under the circumstances. 

Canines may be used: 

For explosives detection; 

For investigation of possible crime; 

To search for, control and apprehend suspects wanted for felonies; 

To search for or apprehend a subject who appears to be a juvenile if the subject is armed with a 
firearm and presents an imminent threat of serious bodily harm to himself/herself, the officers or 
others; 

In any other situation where there is a reasonable belief that, due to the circumstances 
surrounding the incident, there is an imminent danger to the public or officers, either known or 


perceived. 


Canines are trained and capable of being used in numerous law enforcement situations 
including, but not limited to the following: 


High visibility of police presence in and about LAWA facilities; 

Conducting searches for explosive material odors; 

Conducting open area searches for hidden suspects or evidence; 

Conducting searches of structures for hidden suspects or evidence; 

Conducting searches for arrestees who escape from custody; 

Assisting the Dignitary Protection Unit when handling VIP arrivals and departures; 
Primary units to crimes in progress; 

Assisting in the apprehension of fleeing suspects; 

Deterrent to aggression toward the Handler, other officers, or civilians; 

Providing crowd control in unruly and hostile situations; 


Assisting the Special Response Team in high-risk operations where explosives, evidence or 
suspects may be secreted; 
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As ambassadors to the community at public meetings and demonstrations; 

In any other situation where the canine’s unique training and abilities may be beneficial. 
Off-Leash Use 

Canines shall remain on leash at all times except under the following circumstances: 


When the canine is used off-leash to search for a suspect in a secured/closed environment (i.e. 
- a fenced area, enclosed building, etc.); 


In the apprehension of a fleeing suspect; 
To clear a vehicle during a felony vehicle stop; or, 
To defend the Handler or others from imminent bodily harm (Refer to Part 5.a, this section). 


When released from a vehicle via the Emergency Remote Control Door Opening System (Refer 
to Part 5.c, this section). 


Procedures 

Deployment of Police Service Dogs 

Canine Teams: 

Will be assigned to the Patrol Services Section, using specially marked canine patrol units; 

May be assigned as area units or roving footbeat units. However, consideration should be given 
to limiting the types of calls they are required to handle as the primary unit so as to keep them 
available for calls requiring the specific talents and training of a Canine Team. 

Will respond to the termination point of all vehicular pursuits, if available. 


Public Areas or Establishments 


Whenever a canine is taken into a public area or an establishment the canine will remain on 
leash unless engaged in an off-leash activity in accordance with this policy. 


Requests from Outside Law Enforcement Agencies 

The Canine Unit may respond to requests for assistance from other law enforcement agencies 
upon the Watch Commander's approval if the request does not interfere with or compromise the 
Mission of the LAWA Police. 


LAWA Police Canine Teams will follow LAWA Police policies, procedures, and guidelines when 
assisting other law enforcement agencies. 


Note: Requests for assistance from outside agencies will not constitute "mutual aid." 


Unattended/Suspicious Articles 
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Unattended Articles 


The canine is an additional tool in determining whether an unattended article should be 
upgraded to a suspicious article or cleared. 


The Handler will follow all current unattended article procedures. 


The Handler will determine, based upon the skills of the dog and the circumstances present, 
whether it is appropriate for the canine to conduct a search of the unattended article(s). 


The Handler on scene will determine if the article meets the criteria of a suspicious article. If the 
article is upgraded to suspicious, all current suspicious article procedures will be followed. 


Suspicious Articles 


Canine Team WILL NOT investigate and/or search any article that has been declared " 
suspicious" per current suspicious article procedures 


Searches 

A Canine Team may search: 

Buildings and other LAWA facilities: 

Upon the request of the Watch Commander or on scene Incident Commander; 


Note: The final determination on deployment of the canine is the responsibility of the Handler 
(Refer to C - Policy). 


Upon the request of the TSA, the Police Bomb Squad, or other law enforcement agency, with 
the approval of the Watch Commander, when: 


The sterile area of a terminal has been, or is suspected to have been, breached; 


A bomb threat is received against a specific building owned or leased by LAWA or occupied by 
LAWA employees; 


Reasonable suspicion exists to believe that any other areas, structures or aircraft may be at 
risk. 


Note: Aircraft searches require the consent of the aircraft owner or authorized designee. 


Suspicious vehicles located on or adjacent to LAWA property in accordance with Section 
10/4.5.C. 


Suspect Search Procedure Guidelines 


The Handler will make all reasonable efforts to ensure that the canine will not have adverse 
contact with the public. 
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A warning will be made prior to taking the canine off leash unless conditions outlined in 
paragraph (4) below exist; 


The following language is a guide for a warning. “Attention in the (search area). This is the Los 
Angeles Airport Police. Surrender immediately or a police dog will be used to find you. He will 
bite you.” 


If it is believed that the suspect may be Spanish speaking, the warning will be made in Spanish, 
if possible. 


Other officers at the scene will confirm that they heard the warning and include such information 
under the "Additional" section of the Arrest Report, if used, and the Use of Force Report. 


Note: If there is no Arrest Report, the warning will be documented in an Employee's Report. 

If a different warning is used, it should be reported verbatim in the report of the incident. 
Subsequent Warnings 

The use of subsequent or repeated warnings acknowledges that each search is unique and the 
search team's response to a suspect and/or the suspect's actions requires flexibility. 
Subsequent and repeated warnings to a suspect is recommended, particularly in situations 
where verification of the original warning cannot be obtained (i.e. - building searches or dense 
areas). Where possible, a subsequent warning should be given. 


If a subsequent or repeated warning is given, it should be documented under the "Additional" 
section of the Arrest Report, if used, and the Use of Force Report. 


Note: If there is no Arrest Report, the subsequent or repeated warning will be documented in an 
Employee's Report. 


If the Handler believes that a warning would jeopardize himself/herself, other officers, or any 
citizens, the warning may be eliminated. Specific facts must be articulated in any report as to 
why a warning was not given. 


The Handler must make a concerted effort to keep the assisting officers apprised of the status 
of the search. 


When searching in residential areas a reasonable effort will be made to notify residents that a 
canine is in the area and may be off-leash. 


Officers, utilizing a public address system, will instruct residents to remain inside their homes 
during the search. 


Additional officers will be assigned to walk door to door, instructing residents to remain indoors 
and secure all pets during the search. 


Residents will be notified when the search has been concluded. 


Duties and Responsibilities of On-Scene Supervisor 
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The on-scene supervisor is responsible for directing and controlling the incident, including 
determining whether, upon consultation with the Handler, the canine is capable of performing 
the requested task. 


The Handler is responsible for advising the on-scene supervisor of the abilities and limitations of 
the canine and for assessing the scene as it pertains to the team's function. 


To reduce the risk and degree of injury to the suspect, should contact occur between the canine 
and the suspect, the canine shall be called off as soon as reasonably possible after first 
verifying the safety of officers and others. 

Apprehension of Fleeing Suspects 


Prior to taking the canine off-leash, the Handler will make all reasonable efforts to determine 
that the person the canine is being sent to apprehend is the actual suspect. 


A clearly audible warning announcing the release of the canine will be given. The following 
language is a guide for a warning. 


“Police. Stop, or | will release a police dog.” 


A verbatim statement of the warning will be included in the "Additional" section of the Arrest 
Report and the Use of Force Report. 


Note: If there is no Arrest Report, the warning will be documented in an Employee's Report. 

If the Handler believes that a warning would jeopardize himself/herself, other officers, or any 
citizens, the warning may be eliminated. Specific facts must be articulated in any report as to 
why a warning was not given. 

After the canine has been released, the Handler will make every effort to keep the canine in 
sight until the suspect has been apprehended. If the canine loses the suspect, the Handler will 
call the canine back immediately. 

Subsequent Warnings 

The use of subsequent or repeated warnings acknowledges that each situation is unique and 
the Handler's response to a suspect and/or the suspect's actions requires flexibility. Subsequent 
and repeated warnings to a suspect is recommended, particularly in situations where verification 
of the original warning cannot be obtained. Where possible, a subsequent warning should be 
given. 


If a subsequent or repeated warning is given, it should be documented under the "Additional" 
section of the Arrest Report and the Use of Force Report, if used. 


Note: If there is no Arrest Report, the subsequent or repeated warning will be documented in an 
Employee's Report. 


Handler/Officer Protection 


Canines are trained to protect their Handler without command. The canine cannot distinguish 
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between a real or perceived threat to the Handler. Officers must exercise care around the 
canines. 
Canines may be used to defend other officers or citizens. 
The Handler may direct a canine to defend or protect any person as needed. 
When the canine is used to protect someone other than the Handler, the Handler will keep the 
canine on leash unless the Handler determines that, due to the totality of the circumstances, 
including the safety of the Handler and others, that the canine should be released. 


Emergency Remote Control Door Opening System ("System") 


Handlers are issued a remote control door-opening device that permits the canine to exit the 
vehicle off leash in an emergency situation. 


This system shall only be used where there is a clear and present danger of serious bodily 
injury or death to the Handler, other officers or citizens. 


Before activating the System, the Handler must weigh the existing threat to himself/herself and 
others against the potential danger created by having the canine off leash in a volatile situation. 


Crowd Control 


Canines will not be used in crowd control situations where the crowd is peaceful and of a law- 
abiding nature. 


Where there is a possibility of the crowd turning hostile, or, in a riot situation, one or more 
canines may be deployed to the area with the authorization of the Incident Commander or any 
supervisor and with the concurrence of the individual Handler. 

Canines will be deployed behind a front line of officers as a psychological deterrent. 


If it becomes evident that the position of the canines is not enough to deter aggression on the 
part of the crowd, the canines will be moved forward of the front line of officers. 


The intended use of canines will be announced and the crowd given a reasonable amount of 
time to comply with commands to disperse. 


The canines may be deployed as part of a concerted effort to disperse the crowd. 
Bites and Injuries Caused By A Canine 


In the event of a bite or injury, paramedics will be immediately notified and appropriate medical 
attention will be provided. 


The Canine Unit Supervisor will immediately respond to the location. If the Canine Unit 
Supervisor is off-duty or cannot be contacted, Communications will assign a supervisor to 
respond to the location. 


The Canine Unit Supervisor or responding supervisor will: 
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Observe and note the injury or bite; 
Contact the Watch Commander and give a brief synopsis of the situation. 


The Watch Commander will notify the Patrol Services Section Commander and, if necessary, 
the Canine Unit Supervisor. 


Suspect Bitten 
The Handler will: 


Complete a Use of Force Report with complete details of the circumstances surrounding the 
bite(s). The report must contain the suspect's name, date of birth, address, telephone number, 
extent of injuries, hospital that treated the suspect, attending physician's name, and a list of all 
witnesses, including officers. 


Require at least one other officer, preferably the assigned supervisor, observe the injuries 
caused by the bite(s). These injuries must be carefully documented in the Arrest and Use of 
Force Report. 


Note: If the suspect refuses medical treatment or transportation for medical treatment, this must 
be documented in the Arrest Report along with the reason for refusal, if it can be obtained. If 
possible, have the assigned supervisor or another officer witness the refusal. 

The Handler will supply two sets of photographs of the suspect and the injuries. Photographs 
should show the location of the bite(s) clearly and be taken after medical personnel clean the 
wound(s) and before stitches are applied. 

Note: One set of photographs will be booked as evidence. 


A copy of all reports related to the bite incident, including a set of photographs, will be forwarded 
to the Canine Unit Supervisor. 


Accidental Bites 

The Handler will follow the procedures set forth in Part 7.a through e, and: 

Complete an Employee Report titled "Accidental Bite" outlining the circumstances surrounding 
the accidental bite(s). The report must contain the subject's name, date of birth, address, 
telephone number, extent of injuries, hospital that treated subject, attending physician's name, 
and a list of all witnesses, including officers. 

Complete an Outside Agency Animal Bite Report for the County of Los Angeles Department of 
Health Services (DHS), which is available in the Canine Unit Supervisor's office. The completed 
report will be faxed to DHS as soon as possible. 


Require at least one other officer, preferably the assigned supervisor, observe the injuries 
caused by the bite(s). These injuries must be carefully documented in the Employee Report. 


Note: If the subject refuses medical treatment or transportation for medical treatment, this must 
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be documented in the Employee Report, along with the reason for refusal, if it can be obtained. 
If possible, have the assigned supervisor or another officer witness the refusal. 
Photograph the subject and the injuries. The photographs should show the location of the bite(s) 
clearly and be taken after medical personnel clean the wound(s) and before stitches are 


applied. 


A copy of all reports related to the bite incident, including the photographs, will be forwarded to 
the Canine Unit Supervisor and Risk Management. 


The Canine Unit Supervisor, or designee, will review and evaluate all canine injury reports and 
forward a copy to the Patrol Services Section Commanding Officer and the Chief of Airport 
Police. 

In the event of property damage only, reasonable efforts should be made by the Handler to 
notify the property owner or responsible person. The property damage incident will be 
documented on an Employee's Report. 

Call-out Protocol 

Procedures 


In the event a Canine Team is needed, and there are no canine teams on duty, one may be 
requested on a “callout” basis. 


Note - If it is determined that more than one team is needed, additional teams may be contacted 
to 

respond. 

Call-out requests will go through the Watch Commander for approval. 

The Canine Unit Supervisor will be notified of all call-out requests. 

The Watch Commander may contact another near-by law enforcement agency to request 
assistance when there is an urgent need for a canine unit and the on-call unit cannot respond 
quickly. 

Criteria for Call-out 

Unattended Article 

A Canine Team may be requested to respond to an unattended article call. However, such call- 
out should not interfere with or delay the Bomb Squad's response. Therefore the Watch 
Commander must consider the likely response time of the Canine Team before ordering it to 
respond. 


Building and Property Searches A Canine Team may be requested to respond to search 
buildings and other LAWA facilities and property. 


Evidence/Suspect Search 
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A Canine Team may be requested to respond if there is a need to search for or locate a suspect 
or evidence. 
On-Call Status 


Two Canine Teams will be placed on-call. A monthly roster will be maintained in the Watch 
Commander's office showing which teams are currently on-call. 


All Canine Teams will be rotated on a weekly basis for on-call status. 


Handlers, when on-call, are required to keep city-issued communication devices with them 
during off-duty time and respond if requested. 


Handlers are required to update their residence addresses and phone numbers within 12 hours 
of any change by notifying the Operations Center and the Canine Unit Supervisor. 


Requests From The Public - Canine Presentations 
Definitions 


Demonstration - Canine presentations are designed to demonstrate the ability of the canine. 
Handlers are required to know the exact location of the training aid prior to performing the 
demonstration. Demonstrations are not designed to test the abilities of the Canine Team. 


Testing - Testing is designed to evaluate the capabilities of the Canine Team. Handlers are 
unaware of the location of the training aids. At no time will Canine Team testing be done during 
a Canine presentation. 


All requests for canine presentations from the news media shall be forwarded to the Section 
Commander and the Office of the Chief of Airport Police. A script will be required and submitted 
prior to final approval being granted by the Chief of Airport Police or designee. 


All other requests for canine presentations will be referred to the Canine Unit Supervisor. The 
Section Commander or designee will approve all requests. The Canine Unit Supervisor will 
coordinate any presentations. 

The Canine Unit Supervisor will make all assignments for lectures, demonstrations, or public 
exhibitions. The supervisor will notify the LAWA Police Community Liaison Office and LAWA's 
Media Relations and Community Relations Divisions of any scheduled public presentation. 
Staffing needs and coverage must be met before any demonstrations are scheduled. 


Public awareness of the LAWA Police canine program is an important asset. Requests from the 
public will be acknowledged and accepted whenever possible. 


An Employee Report, detailing the nature and substance of the canine presentation, will be 
submitted to the Canine Unit Supervisor. A copy shall be forwarded to the Patrol Services 
Section Commander. 


Duties at Public Appearances 
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Handlers participating in public appearances will conduct themselves in a professional manner. 
Only clean, well-maintained equipment will be used at presentations. 


Handlers will not demonstrate the apprehension abilities of a canine without approval of the 
Canine Unit Supervisor and the Patrol Services Section Commander or designee. 


Handlers should not become involved in any situation where a civilian might be endangered or 
where the use of the canine could bring discredit to LAWA. 


Reporting Procedures 


Each Handler is required to complete and submit a Canine Unit Field Activity Report at end of 
watch. 


See Part 7, this section for Canine Bites reporting procedures. 
Files For Individual Canine Teams 


The Canine Unit Supervisor will maintain files on each canine. The file will include training 
records, medical treatment, citizen complaints, and commendations. 


Handlers will ensure all reports involving canine teams (except Canine Unit Field Activity 
Reports) are included in the Canine File by flagging such reports as “Copies to: Canine File." 


Records Unit will maintain any Crime or Arrest Report involving canine units. A copy of these 
reports shall be forwarded to the Canine Unit Supervisor, who will file the report copy in the 
involved canine's file. An additional copy shall be forwarded to the Patrol Services Section 
Commander. 


All non-active Canine Team files will be sent to the Document Retention Center per standing 
LAWA policy. 


Other Reporting Procedures and Statistical Documentation 
Training Database Input 
Handlers will record any training session in the Canine Unit Training Logbook. 


The Canine Unit Training Logbook will be submitted to the Canine Unit Supervisor at the end of 
each workweek for review and input into the Canine Unit Training Database. 


The Canine Unit Supervisor will prepare a Monthly Report and submit it to the Section 
Commander. 


Equipment 
New Equipment 
Equipment will be issued to each new Canine Team and replaced as needed. Requests for new 


or replacement equipment will be submitted to the Canine Unit Supervisor in writing. 
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Inspection of Equipment 
The Canine Unit Supervisor shall annually inspect canine personnel and equipment. 


Inspections may be conducted at the Handler’s residence, any LAWA Police facility, or 
whenever the Handler is on duty. 


Note: Inspections at the Handler’s residence will be limited to areas where the canine is 
quartered and where the department vehicle is stored. 


A written report, outlining the visit, shall be completed. This report shall include the following 
information: 


Location of the kennel; 

The size of the kennel; 

Materials used to build the kennel; 

Is the kennel shaded? 

What is being used to shade the kennel? 

Is the kennel secured? 

Is the kennel free of debris? 

Is the kennel not accessible to the public or any other animals? 

Does the kennel have adequate ventilation, cooling, heating and sanitation systems? 
Is the area free of infestation of mosquitoes, ticks, rodents or other pests? 


Is the kennel located in an area that will provide for proper supervision, protection and care of 
the canine? 


Written reports shall be available to the TSA upon request. 

Handlers will be responsible for: 

Maintaining equipment in accordance with regulations; 

Immediately reporting any unsafe or unusable equipment to the Canine Unit Supervisor. 
Canine Unit Vehicles 

Vehicles will be maintained in a safe operating condition with a clean appearance. 


Handlers driving an assigned unit will wear a uniform appropriate for the assignment. 
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Home-Garaging Employee's Responsibilities 
Canine Officers 


The purpose of home-garaged vehicles for the Canine Unit is to provide Canine Officers a 
means of transporting their canine while performing official duties requiring the use of a canine. 


Use of Canine home-garaged vehicles for official duties not requiring transportation of a canine 
is prohibited. 


Canine Unit Supervisors 


The purpose of a home-garaged vehicle for the Canine Unit Supervisor is to provide a means of 
transportation during emergency call-outs. 


Only Canine Unit supervisors that have received training from the TSA or any contracted 
Canine training facility have authorization to use Home-garaged vehicles. 


Home-garaged vehicles may be used when the supervisor is scheduled for on-call status. 
General Duties and Responsibilities 

Personal use of home-garaged vehicles is prohibited. 

When not in use, all home-garaged vehicles must be properly secured and/or garaged at the 
Handler's or supervisor's residence in an area that is not readily viewable or accessible to the 
general public, with adequate security to safeguard the vehicle and its contents. 

Neither canines nor Department equipment shall be used for non-LAWA approved purposes. 
Training 

Approved Vendor/Trainer 

The Department will retain the services of a vendor/trainer ("Approved Trainer") who will 
conduct the Basic Handler and Explosive Detection courses. The Approved Trainer will consult 
with LAWA Police to ensure that continuing training meets or exceeds P.O.S.T. guidelines and 
the trainer's standards. 

Initial Training of Canine Teams 

New Canine Teams will complete a Basic Handler Course and Explosive Detection Course 
which meet or exceed P.O.S.T. guidelines. The training will be conducted by the Approved 


Trainer. 


Canine Teams successfully completing the initial training courses will be released to full patrol 
duties and are required to follow guidelines for continuing training. 


Continuing Training of Canine Teams 


The LAWA Police has established a specific training program designed to keep canines at a 
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consistent performance level. Training is to be conducted either on duty or during scheduled 
training sessions. Training should not be conducted off duty. 


Continuing training must meet or exceed training guidelines required by P.O.S.T. and the 
Approved Trainer. 


It is the responsibility of the individual Handler to make sure he/she and the canine meet or 
exceed all required training standards. 


If a Canine Team does not meet training standards, the Handler will immediately notify the 
Canine Unit Supervisor. 


The Canine Unit Supervisor, in conjunction with the Approved Trainer, will evaluate the 
deficiency and determine if the Canine Team should remain in service until the deficiency is 
corrected, or be removed from service until such time as the deficiency is overcome. 

If the deficiency cannot be overcome, the Canine Unit Supervisor will determine whether: 
The canine or handler should be replaced; 

The canine should remain in service in a limited capacity; or, 

The canine should be retired as outlined in Section H.6. 

Selection Procedures 

Selection of Handlers will follow procedures as outlined in Section 3/8. 

Selection of Canines 


Canines will be obtained through the Approved Trainer. 


Selection of canines will be a coordinated effort between the Approved Trainer, Canine Unit 
Supervisor, Handler and Veterinarian. 


Individual canines will be selected based on how they fit with the selected Handler and how they 


balance out the Canine Unit’s ability to carry out its mission. 

Canines must be in good health, and will receive a complete physical examination by the 
contract 

Veterinarian. 


The Veterinarian will make recommendations regarding specific health issues such as hip and 
elbow joint grading. 


Canine Care 


General 


It is the responsibility of the Handler to maintain his/her canine in such physical condition so that 


the canine is able to perform its duties. 
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Each Handler must keep the Canine Unit Supervisor apprised of any change in the canine’s 
physical condition or ability to perform as required. 


Canines should be kept on a regular feeding schedule, which will allow the canine ample time 
between meals and the next shift. 


Canines will be groomed and inspected on a regular basis for conditions that may affect the 
canine’s ability to work. 


Medical Care 

The Handler is responsible for ensuring the canine receives routine veterinarian care, including: 
Vaccinations; 

Annual physical checkups. 

Emergency treatment will be rendered by the closest designated emergency veterinary facility. 
The Handler will notify the Watch Commander or the Canine Unit Supervisor of any emergency 


services provided. 


The Handler will notify the Canine Unit Supervisor of any treatment and provide all paperwork 
received by the attending veterinarian. 


Incapacitating Injury Or Illness If the canine sustains an injury or suffers an illness so severe 
that it can no longer perform the duties of a Police Service Canine, the canine will either be 
destroyed on the advice of the contract Veterinarian or be retired as outlined in Part 6, this 
Section. 

Canine Kenneling Procedures 


Canines shall be kenneled in accordance with the TSA Statement of Joint Objectives, 
Participant Responsibilities, Subsection 7. This section states: 


Kennels require adequate ventilation, cooling, heating and sanitation systems. 

Minimal noise level- Kennels must not be located near runways, taxiways, engine test cells, 
small arms range or other areas where the time weighted overall average sound pressure level 
for any 24 hour period exceeds 75 adjusted decibels. 


Kennel areas must be free of infestation of mosquitoes, ticks, rodents or other pests. 


The kennel must be located in an area that will provide for the proper supervision, protection 
and care of the canine. 


Kennels should be completely shade covered and properly ventilated. The kennel should be 
placed in an area that is not in direct sunlight. 


Plastic tarps should not be used to cover any section of the kennel. Instead tarps that have 
breathability (i.e., mesh) should be used. These tarps should be placed on the outside of the 
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kennel. 


These conditions must be met at all times in regards to the Canine kenneling at the handlers 
home as well as at the Airport Police Canine facility. 


Canines will be kept at the homes of their Handlers in kennels or quarters. 


The Department will provide approved kennels, which the Handler will keep clean and sanitary 
at all times. 


If the Handler does not want to be provided with a Department issued kennel, the Handler must 
have a kennel that meets or exceeds the type of kennel that is provided by the Department. The 
Handler provided kennel must be approved by the Department for use. 


Canines will be securely kenneled or under the direct control of their Handlers, on or off duty. 


If left unattended, the kenneling area must be secured so that the canine will not be able to get 
out and unauthorized persons cannot gain access to the canine. 


Canines will not be lodged in any other location or under any other conditions unless approved 
by the Canine Unit Supervisor or the Section Commander. 


In order for one handler to be able to care for another handler’s canine due to extended leave 
(vacation, FMLA, sick etc), the handler's residence where the canine will be kept must be in 
compliance with the annual inspection policy with current photos on file. 


Additionally the handler’s residence must also comply with the Statement of Joint Objectives, 
Participant Responsibilities, Subsection 7 and Subsection 8. 


Handlers should notify their immediate supervisor and the FCC (Field Canine Coordinator) of 
their arrangements for the proper care and supervision of their canine while they are on leave or 
extended absences. The handler’s residence should be properly equipped to care for additional 
canines (kennels, food, bowls, yard, fencing etc). 


The caretaker shall be given information to include the feeding schedule, medication schedule, 
as well as the exercise schedule and any special instructions currently in place with the primary 
handler. 

Handlers should inspect the canines for health and welfare at reasonable time intervals. 

The maximum number of canines at any residence should not exceed three. 

Any absences, leaves or vacations exceeding five days; the canine must be kenneled at the 
LAWA contract kenneling facility or at the home of another handler provided the handler’s 
residence is in compliance with the above kenneling procedures. 


In the event a Handler takes a vacation or extended time off, the canine may be relocated to an 
approved kenneling facility at the City's expense. 


The use of the kenneling facility located at 6650 W. Imperial Hwy (Canine Unit Office) shall not 
exceed five (5) days. 
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Transportation Care 
When the Canine Unit vehicle is left unattended with the canine inside: 


It will be secured so that there is sufficient air or air conditioning to protect the canine from the 
heat. 


Handlers must be able to respond quickly to a canine's location in an emergency situation. 


Note - It is recommended that the canine be checked at least every 20 minutes to ensure that it 
is not in distress. 


Canines will generally not be allowed in the front seat of the vehicle and will not be permitted to 
extend any part of their bodies out of the vehicle windows. 


Retirement of Canines 

When it is determined that a canine is no longer able to perform the duties of a Police Service 
Canine, the Canine Unit Supervisor shall submit a recommendation to retire the canine through 
the chain of command to the Chief of Airport Police. All supporting documentation shall be 
attached to this recommendation. Upon approval, the following procedures will apply: 

The City will release custody, control and full title of the retired canine to the Handler in sole 
consideration of providing a comfortable, humane and caring environment for the remainder of 
its life. 


The Handler will provide a home, food and all necessary care and comfort for the retired canine 
at the Handler's expense. 


The Handler will not sell or trade the retired canine. 

The Handler will enter into an agreement with the City in which the Handler agrees to assume 
any and all liability and keep and hold the City and its employees harmless from damage and/or 
injury arising out of the acts or omissions of the retired canine. 

Breeding of Canines 

Handlers will not Knowingly permit canines to breed with any other dog. 

Death of a Canine 

Handler's Responsibilities 

Whenever a canine dies, the handler shall: 

Notify the on-duty Canine Unit Supervisor and the on duty Watch Commander. 


Isolate the area where the death occurred; 


Wait for the arrival of the Canine Unit Supervisor. 
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b. Canine Unit Supervisor Responsibilities 
The Canine Unit Supervisor shall: 
(1) Notify the Canine Unit O.1.C. 
(2) Respond to the location where the death occurred; 


(3) Request CSI respond to the location to take photos of the deceased canine as well as the 
kennel and surrounding area (yard, fence etc). 


(4) Contact the on-duty TSA Federal Canine Coordinator to determine whether or not the TSA 
would like to respond to the location prior to the deceased canine being moved or relocated. 


Note: If the on-duty Canine Supervisor cannot respond to the location, the Watch Commander 
shall be notified immediately. The Watch Commander shall assign a Patrol Supervisor respond 
to the scene. 

C. Canine Unit O.1.C. Responsibilities 
The Canine Unit O.1.C., or designee, shall notify: 

(1) The Commanding Officer, Office of Homeland Security & Intelligence 

(2) The Chief of Airport Police; 

(3) NEDCTP Officer-in-Charge; 

(4) TSA Federal Canine Coordinator. 


d. Watch Commander Responsibilities 


The Watch Commander shall notify Communications Unit, who will notify Command Staff 
personnel. 


e. Upon completion of the canine death investigation and after the TSA has indicated whether or 
not they will respond to the location where the death occurred, the deceased canine shall be 
transported to the West L.A. VCA for a necropsy. Prior to transporting, the VCA should be 
contacted for instructions on how to properly transport the deceased canine for preservation 
purposes. 

9/2.6 Crime Scene Investigation Unit 


The Crime Scene Investigation Unit shall be comprised of Police Officers primarily assigned to the 
Patrol Services Section. 


A. Mission Statement 
Officers assigned to duties as Crime Scene Investigators shall support the mission of the Airport 


Police Division with specific emphasis on: 
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The collection of latent prints and other types of evidence. 
Preparing crime and evidence reports as well as other documents. 


Assisting Detective Liaison Detail and Patrol personnel with preliminary and follow up 
investigations. 


Testifying in any court proceedings in regards to evidence collection. 

Providing documentation on a variety of incidents, including photography and videography. 
Providing training for LAWA personnel. 

Preparing displays and presentations for all LAWA divisions. 

Comparing latent and visible prints against known print exemplars. 

Entering fingerprint inquires into the Automated Fingerprint Identification. System. 

Responding to request from outside agencies for forensic evidence comparison and collection. 
Properly using and mixing chemicals to recover latent evidence. 

Procedures 

Selection 


Selection of candidates for the Crime Scene Investigation Unit shall follow the procedures 
outlined in Section #3/8. 


Supervision 
A non-probationary sergeant shall be assigned as the CSI supervisor. 
Deployment 


Actual field deployment will be at the direction of the Patrol Services Section Commanding 
Officer or his designee. 


In addition to full time positions, designated Patrol Service Section officers may be assigned to 
assist on a part time basis. These officers shall receive training in forensic evidence collection. 


When staffing permits, deployment consists of two (2) officers assigned to each watch to 
provide adequate coverage. Each week, one full time officer may be designated as the Primary 
Crime Scene Investigator for their assigned watch. The designation of Primary investigator shall 
be rotated among the Unit members on that watch in order to maintain competency. The other 
officer(s) shall act as an auxiliary officer(s) and assist the primary officer as needed. 


When the CSI supervisor is not on-duty, the Primary Crime Scene Investigator shall be the Lead 
Officer. 
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Officers may be assigned to special events and unusual occurrences to provide videography 
and photography services. Full time unit member's days off shall be adjusted independent of 
their watch assignment in order to maintain adequate field deployment. Part time CSI personnel 
may be scheduled to augment deployment needs. 


Requests for Service 


All requests for CSI and VNET services shall be made via a V-NET/Crime Scene Investigation 
Request form. Sections number 1 thru 10 shall be completed by the requesting party. The 
remainder of the form is completed by the CSI or VNET Investigator processing the request. 
The bottom section is completed by the appropriate investigative section or designee for follow 
up requests. Upon completion of the request for service, the first page of the form (white copy) 
shall be attached to the original Crime or Arrest Report if available or to a Follow Up Report or 
Employee’s Report if necessary. The second page (yellow copy) shall be retained by the 
requesting Officer or Detective. The last page (pink copy) shall be forwarded to the Crime 
Scene Investigation Unit supervisor for filing. Processed requests shall be returned to the 
requesting party as soon as possible. On felony arrests, a copy of the photographs shall be 
forwarded to Detective Liaison Detail for review upon submission of the report. 


Follow up requests for additional information require a completed V-NET/Crime Scene 
Investigation Request form including release and authorization from the appropriate Airport 
Police Division Investigative section. The designated authorizing sections are DLD/Court Liaison 
for criminal matters, HSS/JTTF-JRIC for terrorism related investigations and Officer In Charge 
for V-Net/CSI for all other requests. Confidential requests regarding personnel matters shall be 
directed to the Commanding Officer Operations Division for review. The authorization from the 
investigative section can be granted in person, faxed or made telephonically. Telephonic contact 
can be made thru the Airport Police Operation Center, (APOC) at 310-646-0200, fax 310-417- 
0491. 


Access to the V-NET facility and CSI Unit areas is controlled. Both areas are considered 
evidence storage locations. Entry into V-NET is allowed with prior approval from the V-NET OIC 
or their designee. Nonemergency access to V-NET shall be coordinated with the on-duty V-NET 
Investigator. Faxed requests for entry shall be followed by a call to V-NET to acknowledge 
receipt. Access to the Crime Scene Investigation Unit Area is allowed with prior approval from 
the CSI OIC or his/her designee. Non-emergency access to CSI facilities shall be coordinated 
with the on duty CSI Investigator. Persons requesting access shall leave their contact 
information. Emergency access to either area is limited to incidents involving violent criminal 
acts in progress or aviation related incidents that immediately impact the integrity and security of 
airport operations. Requests to view video and other evidence shall be granted by appointment 
only. 


Photographic/Video Services 

LAWA Police officers that utilize CSI photographic or video services for Crime/Arrest Reports 
submitted to LAPD shall include the following statement in the narrative of the report under 
“Photographs” heading: 


“Additional copies of digital images are available upon request from Los Angeles Airport Police 
CSI Unit 310-646 0200". 
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Non criminal requests shall be forwarded directly to the Crime Scene Investigation Unit or VNET 
supervisor for review and distribution of assignments. 


Request from Outside Law Enforcement Agencies 


The Crime Scene Investigation Unit may respond to requests for assistance from other law 
enforcement agencies upon notification of the OIC/ supervisor and approval of the Deputy 
Chief. Assistance will be provided as long as it does not interfere with or compromise the 
Mission of the Los Angeles World Airports Police. 


Upon receiving the request the Investigator shall notify the on-duty Watch Commander, APOC, 
and the OIC Crime Scene Investigation Unit. The Watch Commander shall notify the Deputy 
Chief. Upon approval, a Crime Scene Investigator shall be dispatched to the scene to evaluate 
the appropriate response level for the incident. 


The Watch Commander shall enter the request in the Watch Commander's Log. 

It is the responsibility of the Crime Scene Investigator to assess the incident and determine the 
proper response. Questions regarding the response level, policies and procedures of the Crime 
Scene Investigation Unit shall be directed to the OIC Crime Scene Investigation Unit. 


Crime Scene Investigators will follow LAWA Police polices, guidelines and procedures as 
outlined in the Crime Scene Investigation Unit Manual when assisting outside agencies. 


Collateral Duties 

Crime Scene Investigation Officers shall be assigned collateral duties as follows: 

Purchase Coordinator: Responsible for completion of purchase request forms and follow-up on 
same. Contacting vendors for product specification and bid submission. Coordinate with Fiscal 


Support personnel. 


Subpoena Control: Responsible for checking for subpoenas. Posting of subpoenas on the Unit 
calendar. Notifying off-duty personnel of subpoenas needing rapid service. 


Special Project Coordinator: Responsible for coordinating non-field related requests for Crime 
Scene Investigation service. Training requests for photographs and video. Coordinate and 
process other requests as needed. 


Inventory: Responsible for equipment inventory. Repair and or replacement of field equipment. 
Request to Purchase Coordinator for replacement of consumables items. 


Policy and Protocol: Responsible for creation, implementing and review of policies and protocols 
used by Crime Scene Investigation personnel. Coordinate with SID, LASD Crime Lab, FBI and 
other entities for evidence collection protocols. Recommend training courses and curriculum. 
Safety Officer: Responsible for establishing baseline standards for safety. Logging of safety 
procedures and maintenance of safety equipment. Coordinate with Risk Management on issues 
of clean up and containment. Liaison between federal and state OSHA. 


Latent Print Examiner: Responsible for examination and comparison of latent print and other 
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comparison evidence for identification and presentation in court. 

Note: Additional positions will be created as the unit mission expands and evolves. 

Training 

Officers assigned as Crime Scene Investigators shall receive an initial minimum training of forty- 
eight (48) hours. This training shall consist of twenty-four (24) hours in crime scene videography 
and twenty-four (24) hours on crime scene photography and fingerprint evidence collection. 


Officers shall also be required to: 


Complete Field Evidence Training consisting of eighty (80) hours in advance forensic topics to 
include ALS, casting, photography and basic print comparison. 


Complete case training exercises on a monthly basis in order to maintain proficiency. 


Attend advance officer training on various evidence collection topics as directed by LAWA 
Police. 


Complete proficiency examinations on a quarterly basis to demonstrate competence. 


The Policy and Protocol Officer shall coordinate with the Training Unit to schedule Advanced 
Officer Training for all Unit personnel. A training matrix shall be maintained by the Policy and 
Protocol Officer and forwarded to the Training Unit for inclusion with division training records. 


Crime Scene Investigation Officers assigned as Latent Print Examiners shall complete eighty- 
eight (88) hour course of instruction to include the history of Fingerprint usage, Henry 
Classification and print comparison. 


Audit 


The Policy and Protocol Crime Scene Investigator shall complete a recap log to indicate the 
event or incident #, the type of call, type of services rendered and disposition of the event if 
available. In addition, the recap may include incidents and investigations of significance. The 
recap shall be due the Thursday following the close of the deployment period being reviewed. 
The completed recap shall then be submitted to the Unit Supervisor for review and distribution. 


An additional database of calls and requests for crime scene investigation services shall be 
established by Crime Analysis for the purposes of tracking and follow up. Data entry will be 
coordinated with personnel assigned to Crime Analysis and other sections. 

These documents shall be reviewed on an annual basis by the Unit Supervisor, Full time 
personnel and Command Staff. A strategic plan shall be created and maintained by the Unit 
Supervisor for planning and budgeting purposes. 

Detectives 


LAWA Police Officers assigned to investigative functions may be designated by the Chief of 
Airport Police as an “LAWA Police Detective.” 
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Criteria for being granted Detective status includes, but are not limited to: 

Completion of at least 4 deployment periods in a designated investigative assignment; and, 
Completion of formal training courses specified for the assignment; and, 

Recommendation of the Commanding Officer responsible for the assignment. 


Officers designated as Detectives shall be issued a Detective badge and may use the title of 
“Detective” as a rank and/or position identifier. 


Designation as a Detective shall be for the duration of the officer's assignment and shall expire 
upon promotion, reassignment, retirement, resignation, termination or as otherwise directed by 
the Chief of Airport Police. 

Motorcycle Unit 

The mission of the LAWA Police Motorcycle Unit is to: 

Provide traffic management which includes: 

Creating an orderly flow of traffic; 

Reducing the number of injury traffic collisions and property damage; and, 

Insuring safe, secure vehicle travel within the Airport, and on adjacent roadways. 


Enhance safety by remaining constantly vigilant to security issues affecting LAWA; 


Supplement Patrol Services Section personnel whenever additional personnel resources are 
needed. 


Duties and Responsibilities 
Officers assigned to the Motorcycle (Motors) Unit shall be responsible for: 


Working an assigned area, focusing on traffic management, issuing primary collision factor 
violations, as well as equipment and parking violations; 


Directed traffic enforcement 

Dispute resolution; 

Traffic Collision investigations, including follow-up investigations; 

Special events, including but not limited to, labor protests and demonstrations; 

Collateral Ground Transportation Enforcement Unit duties 

Provide a high-visibility uniform presence in the Central Terminal Area and the surrounding 


perimeter of LAWA; 
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Provide rapid response to emergency or urgent law enforcement incidents. 

Assist the Dignitary Protection Unit upon request. 

Selection Procedures 

Selection of Motor Unit officers shall follow guidelines as specified in Section 3/8, with the 
exception that all applicants possess a California Driver's License with a motorcycle 
endorsement prior to appointment. 


Training Requirements 


Motor Unit officers shall successfully complete the following Department approved, POST 
certified training courses: 


Basic Police Motorcycle course; 

Basic Traffic Collision Investigation course; 

Intermediate Traffic Collision Investigation course; 

Radar and/or LIDAR Operator course. 

Operation of Motorcycle 

Motorcycles shall be operated in accordance with policy as outlined in Section 12/1. 
Motor Unit Officer-Responsibility 

Motorcycles will be maintained in a safe operating condition with a clean appearance. 


Officers shall wear a uniform appropriate for the assignment, including issued helmet, glasses 
and gloves at all times while operating an assigned motorcycle unit. 


Officers shall not operate their City-owned motorcycles while off-duty, except for: 
A court appearance where the subpoena arises out of fulfillment of an on-duty police task; 


Certain pre-assigned details such as parades, escorts, and/or other previously authorized 
assignments; 


Disaster emergency use; 
With the permission of the Assistant Chief, Office of Support Services. 
Sick or l|OD 


Any Motor Unit officer who is off-duty or placed on IOD status shall not operate a City-owned 
motorcycle. 
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Exception: When an officer is placed on IOD status or requests sick time during a work day, 
he/she may ride a motorcycle directly home if: 
The officer obtains the approval of the contract hospital doctor, informs the Motors Unit 
supervisor of the doctor’s approval, and obtains permission from the Motors Unit supervisor to 


ride the motorcycle. 


If the officer becomes sick while on-duty, the motorcycle may be ridden home if permission is 
obtained from both the City Industrial Nurse and the Motors Unit supervisor. 


Home-Garaging of Motorcycle 


Motor Unit officers residing within 30 miles of the LAWA Police Station may take their assigned 
motorcycles home. 


Use of all home-garaged motorcycles will be restricted to the performance of official duties. 
Personal use of home-garaged motorcycles is prohibited. 


When not in use, all home-garaged motorcycles must be properly secured and/or garaged at 
the Motor Unit officer's residence in an area that is not readily viewable or accessible to the 
general public with adequate security to safeguard the motorcycle and its contents. 

No passengers shall ride on a home-garaged Motorcycle. 


Any traffic collision involving a home-garaged motorcycle must be immediately reported to the 
on-duty Watch Commander. 


The Watch Commander shall contact Communications Unit to dispatch a Commercial 
Enforcement Unit (CEU) or Motors Unit supervisor to respond to the collision location to ensure 
the welfare of the Motor officer and his/her equipment. 


If the collision occurred within the LAWA Police jurisdiction CEU or Motors Unit shall be 
responsible for completion of the Traffic Collision Report and follow-up investigation. 


If the collision occurred outside the LAWA Police jurisdiction, a copy of the local law 
enforcement agency’s Traffic Collision Report will be forwarded to the Assistant Chief, Office of 
Support Services. 


Violation of any home-garaging regulation will be grounds for discipline and/or suspension of the 
Motor Unit officer’s home-garaging privileges. 


LAWA Police motorcycles shall not be used for non-LAWA approved purposes. 

While commuting, officers are reminded that enforcement activity outside the jurisdictional 
boundaries of the city is discouraged, except under limited circumstances. These circumstances 
would include, but not be limited to: 


Rendering emergency aid to a police officer in need of help; or, 


Protecting the scene of a major accident or incident pending the arrival of the local police. 
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Note: Nothing in this directive shall preclude an officer from acting upon or addressing an 
incident where uniformed presence would be prudent or reasonable, provided the involved 
officer notifies the on-duty Watch Commander of the incident. 

Speed of Motorcycles on Freeway 

The maximum speed LAWA Police motorcycles shall be operated on the freeways, unless 
engaged in an immediate pursuit, shall be no more than five (5) miles per hour faster than the 
normal flow of traffic. 

Headlights 


Motorcycles shall be operated with the headlights on at all times. However, when tactical 
considerations warrant, the headlights may be turned off. 


Partners 

Motor Unit officers shall perform solo patrol until darkness, at which time Motor Unit officers 
shall be assigned a partner officer. “Darkness” as defined in California Vehicle Code Section 
280, is: 

“...any time from one-half hour after sunset to one half hour before sunrise and any other time 
when visibility is not sufficient to render clearly discernible any person or vehicle on the highway 
at a distance of 1,000 feet.” 

Riding in groups (more than two motor officers) is prohibited unless for good cause. 


Weather Conditions 


Motor Unit officers shall not engage in traffic enforcement activities on motorcycles when the 
weather makes operation of a motorcycle hazardous. 


Prior to leaving their residence, Motor Unit officers shall be responsible for checking weather 
condition reports to determine if safe motorcycle riding conditions exist. If inclement weather is 
indicated or exists, Motor Unit officers shall: 

Report for duty at the designated Start of Watch time; 

Wear a basic uniform with all required equipment; and, 

Utilize a CEU assigned black and white unit for regular duty functions. 

If inclement weather occurs during a regular tour of duty, officers shall: 

Return to the CEU office; 

Utilize a CEU assigned black and white unit for the remainder of the shift. 


Motor Unit Equipment 


Special Equipment 
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All Motor Unit officers shall carry the following equipment, either on their motorcycle or on their 
person, as applicable: 


Gloves 

Baton 

Current Speedometer Calibration Card (not over 180 days old) 
A minimum of three (3) glowsticks 


Supply of CHP 555 forms, CHP 187 forms, and any other forms needed during a regular tour of 
duty. 


Personal Service Citation book and an additional supply of PSC books. 

LAWA Police approved radar and/or LIDAR equipment. 

Note-Radar and/or LIDAR equipment shall only be used by officers trained in its use. 
Shotgun 

Motorcycles 

Maintenance 


Motor Unit officers are responsible for the following items of maintenance on their assigned 
motorcycle: 


Oil level in visual sight gauge shall be checked daily. 

Tire inspection and inflation pressure shall be checked twice a week to detect unsafe wear or 
tire pressure problems (Proper tire inflation shall be the motorcycle manufacturer's 
recommended PSI). 

After each predetermined maintenance milestone (mileage or date), officers shall contact the 
LAWA/LAX Motor Maintenance Garage for a preventative maintenance check. Failure to follow 
proper maintenance procedure may result in progressive discipline. 


If a sealed battery is not used on the motorcycle, check to maintain a “safe” level of solution in 
the battery. 


Frequent inspection of the rear chain to make certain it is kept adequately oiled. 


A weekly check of all gasoline connections to discover gasoline leaks that could be a fire 
hazard. 


Repair of Motorcycle and Equipment 


Motorcycles needing preventative maintenance or major repairs shall be taken to the 
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LAWA/LAX Motor Maintenance Garage. The officer shall ascertain from the mechanic how long 
the service maintenance will require and inform the Motors Unit supervisor. 


Motor Unit officers with a motorcycle out for repair shall be assigned a CEU black and white unit 
or a loaner motorcycle, if available, until the motorcycle is returned. 


Motors Unit Supervisors will consult and consider the professional opinion of the LAWA/LAX 
Motor Maintenance Garage mechanic regarding general servicing, care and the mechanical 
condition of all assigned motorcycles. 


Deliberate abuse or misuse of motorized equipment resulting in extra maintenance may result in 
disciplinary action against the concerned Motor Unit officer. 


Disabled Motorcycle 


An officer who has called for tow service on a disabled motorcycle shall remain with it to protect 
it from theft or damage. 


Equipment Changes on Motorcycles 

No addition, removal, or alteration of any type shall be made to motorcycles unless approved 
and performed under the direction of the Assistant Chief, Office of Support Services. This 
includes stickers, decals, signs or banners. 


Speedometer Calibration 


Motor Unit officers shall obtain a speedometer calibration service for their assigned motorcycle 
semiannually 


Cleaning 


Motor Unit officers are required to maintain their assigned motorcycle in clean condition. Four 
hours of motor cleaning is allowed per deployment period. 


Officers wishing to clean their motorcycle must first obtain permission from a Motors Unit 
supervisor. 


Note: Four hours of motor cleaning each deployment period for Motor Unit officers is a privilege, 
not a right, and is subject to revocation at the discretion of the Assistant Chief, Office of Support 
Services. 


Inspection of the motorcycle for cleanliness will be conducted by a supervisor each deployment 
period. 


Home Motor Cleaning 


If motor cleaning is taken the first 4 hours of the shift, the motorcycle is subject to inspection 
when the officer arrives for duty. 


If motor cleaning is taken the last 4 hours of the shift, the motorcycle is subject for inspection the 
next time the officer is on duty. 
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Work Site Motorcycle Cleaning 


Motor officers not taking their motorcycle home for cleaning will perform that task at the 
Maintenance Yard. 


While cleaning, officers will be considered “out of service” and not responsible for routine 
service calls. However, they will be available by radio to respond to an emergency call if 
necessary. 


Motors Unit Access into Air Operations Area 


Motors Unit Officers, assigned to a Dignitary Protection Unit (DPU) detail, shall be granted 
access to the AOA under the following condition: 


Motors Units shall utilize Gate 437B to enter and exit the AOA. Ingress and egress into the AOA 
other than from Gate 437B is prohibited, with the exception of any hazardous situation 
preventing the use of Gate 437B as an egress. In this instance, Motors Unit shall utilize the 
closest available Access Post as an egress to exit the AOA. 

Motors Units shall only operate around the remote gate area the DPU detail is assigned to. 

All enforcement activities on the AOA while riding a motorcycle is prohibited. 


All motorcycle riding is prohibited when aircraft movement or helicopter activity is present in the 
vicinity of the motorcycle and jet blast or rotor wash represents a hazard. 


Drug Recognition Evaluation Program 

Mission Statement 

Officers that have been trained as Drug Recognition Experts (DRE) shall support the mission of 
the LAWA Police by providing the field with certified experts who are capable of gathering 
evidence as necessary to substantiate charges of being under the influence of drugs and/or 
alcohol. 

Program Overview 

Only officers who have received approved National Highway Traffic Safety Administration 
(NHTSA) DRE training and International Association of Chiefs of Police (IACP) certification/ 
recertification may be considered a Division Drug Recognition Expert. 


Definitions 


Drug Evaluation and Classification (DEC) Program — The nationally recognized and regulated 


drug influence training program. 
Drug Recognition Expert (DRE) — An individual who has successfully completed all phases of 


training requirements for certification established by the International Association of Chiefs of 
Police and the National Highway Traffic Safety Administration. 
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Standardized Field Sobriety Test (SFST) — The Standardized Field Sobriety Tests include three 
tests that were developed and validated through a series of controlled experiments supported 
by research grants from NHTSA. The three tests include Horizontal Gaze Nystagmus (HGN; 
Walk and Turn (WAT); and One Leg Stand (OLS). 


Blood/Breath Alcohol Concentration (BAC) — The concentration of alcohol in a person as 


measured by blood or breath. 


Drug — (As defined by NHTSA in regards to the DEC program) — Any substance which, when 
taken into the human body, can affect the person’s ability to operate a motor vehicle safely. 


Rule-Out — A determination made by a DRE that an individual’s impairment is other than drug 
related (i.e. medical). 


Procedures 

DRE Duties and Responsibilities 

Perform DRE evaluations upon the request of LAWA Police. 

Whenever a DRE conducts a complete evaluation, a written drug evaluation report will be 
submitted to the arresting officer. The report will be submitted in a timely manner following 
division policy. 

A copy of the drug evaluation report will be forwarded to the LAWA Police DRE Coordinator and 
placed in the master rolling log. The evaluation report shall conform to the NHTSA/IACP and 
LAWA Police standards and guidelines. 

Maintain a current and updated resume and an individual rolling log (influence Evaluations). 
Based on national standards, DREs may be decertified for not maintaining a current resume 


and rolling log available for review. 


Maintain equipment (blood pressure cuff, stethoscope, penlight, pupilometer cards, digital 
thermometer and DRE Manuals) at all times. 


Testify in any court proceeding in regards to a DRE Evaluation. 
Selection 


The Drug Evaluation Expert Team shall be comprised of officers assigned to Patrol Services 
Section. 


Selection of candidates for the DRE Team shall be as follows: 
A Position Vacancy Announcement will be issued. 
Interested officers shall submit a Training request through their chain of command. 


The watch training coordinator will then forward the information to TRU to establish a list of 
applicants. 
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Final selection will be made at the discretion of the Chief of Airport Police. 

Note: The list of interested officers shall be maintained by the Training/Recruitment Unit and 
coordinated by the APD DRE Training coordinator, along with the DRE Training Agency (LAPD 
or CHP), in order to maintain the integrity of patrol deployments while the selected officers are 
deployed to LAPD Central Division for continuous training task forces. 

Supervision 

Supervision shall be the responsibility of the assigned Agency Coordinator. The assignment 
shall be a collateral assignment to that supervisor's primary assignment. Actual field deployment 
will be at the direction of the Patrol Services Watch Commander or upon the request of any field 
supervisor. 

The Agency Coordinator is responsible for: 


Coordinating with the Training Unit in the selection of officers to attend the LAPD Impaired 
Driver Apprehension Program (IDAP) and Drug Recognition Expert (DRE) Training; 


Compliance with State training standards; 

DRE certification/recertification; 

Records maintenance and documentation; 

Equipment acquisition. 

Deployment 

Deployment shall consist of two (2) to three (3) Patrol Services Section officers assigned to 
each watch. Each deployment period, one DRE evaluator will be designated as the primary 
evaluator for their watch. The designation of primary evaluator shall be rotated among the team 
members on that watch in order to maintain competency. The other officer(s) shall act as an 
auxiliary officer(s) and assist the primary officer as needed. 


DUI investigation Procedures 


In regards to a DUI investigation, the officer should begin the investigation as normal and 
administer the Standardized Field Sobriety Tests (SFSTs) and the preliminary breath test (PBT). 


If the results of the SFST and the observed impairment is not consistent with the results of the 
breath test and the breath tests are below .08 BAC or any signs of ingestion are visible, the 
investigating officer should request a DRE. 


Once a DRE is notified they will determine whether to respond to the scene or have the 
arresting officer transport the arrestee to the detention center for the drug evaluation. 


When the DRE begins the twelve step drug evaluation, the arresting officer shall remain on 
scene and is ultimately responsible for the arrestee. 


When the evaluation is complete, the DRE will notify the arresting officer of their opinion and 
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complete their portion of the report before leaving. The only exception would be if the evaluation 
resulted in a “rule-out”, or no drug impairment, determination by the DRE and the arrestee is 
released or remains in custody on charges other than DUI or any other drug related offense. 
Regardless, the DRE will complete a CFS report on the evaluation. 


A person arrested for being Under the Influence and is suspected of drug impairment, who is 
able to respond, should be evaluated by a certified DRE. 


The Patrol Commander may notify or request a DRE for any other purpose or investigation they 
deem necessary to establish whether drug influence is present. 


It is recommended that a DRE be called to interview and/or conduct an evaluation on a driver in 
a serious injury or fatal traffic collision to utilize the DREs training, knowledge and experience. 


Availability, Notification & Call-Out 

DRE-trained officer possess exclusive training and knowledge that is an asset to an 
investigation. Every effort should be used to utilize a DRE on duty at the time of the incident. 
However, the specialized training shall not be disregarded simply because the DRE is not on 
shift. 

If a DUI suspect shows indicators of impairment that do not match the reading on the PBT, and 
that reading is below .08, the Watch Supervisor or Incident Supervisor should consult the DRE 
at home. 


The supervisor should take into consideration the normal shift of the DRE, as well as any 
vacation or time off concerns. 


If the DRE responds, he/she shall be compensated from the time of the notification in 
accordance with the Airport Police Officer's MOU. 


The same considerations and efforts shall be made for any other law enforcement agency that 
requests a DRE to assist in an investigation, so as long as the request is made through the 
Watch Commander. 

Honor Guard 

Mission Statement 

It is the mission of the Los Angeles World Airports Honor Guard to: 


Represent the department, as a highly disciplined team, during ceremonial functions; 


Participate at funeral services for active and retired personnel and personnel that have died in 
the line of duty. 


Policy 
It shall be the policy of the Honor Guard to: 


Plan, coordinate and conduct all departmental funerals; 
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Act as a clearinghouse for the department regarding ceremonial protocol matters; 
Represent the department at the funeral of members of outside police departments; 
Coordinate the ceremonial functions at designated departmental functions; and, 


Perform other functions as deemed appropriate by the Airport Police Chief or the Deputy 
Executive Director of Airport Law Enforcement & Protection Service 


Selection 


Honor Guard members selection will follow Special Assignment selection procedures as 
outlined in Section 3/8.2. 


The Officer-in-Charge will be selected by the Honor Guard members and may serve on a 
revolving basis. 


Duration of Assignment 

Duration of assignment to the Honor Guard is at the discretion of the Chief of Airport Police. 
Duties and Responsibilities 

Firing Party Commander 


A Firing Party Commander and firing party members will be selected by the Officer-in-Charge 
for those events which require a firing party. 


The Firing Party Commander shall be responsible for all weapons as well as the firing party. 
Honor Guard 
Honor Guard members shall: 


Attend monthly training sessions, as well as any other training/rehearsals required for specific 
events; 


Bring all issued items to training and/or rehearsals when advised and to all events, regardless if 
items are needed. 


Selected members of the Honor Guard shall be in charge of maintaining the unit's flags, 
holders, stands, and other associated equipment. 


Chain of Command 
The chain of command for the Honor Guard is: 
Assistant Chief, Office of Support Services; 


Commanding Officer, Administrative Services; 
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Officer-in-Charge; 
Executive Officer; 
Team Leader; and, 
Team Member. 
Attendance 


In the event any Honor Guard member requests leave for vacation/family leave, is ill, is 
assigned to attend training or is taking an extended time off, the Officer-in-Charge shall be 
notified well in advance. 


Note: Due to availability of personnel, it is imperative to have a certain number of personnel 
available for call-out for unscheduled events. 


All Honor Guard members shall be at scheduled events at least one hour prior to start time or 
when the Officer in-Charge advises. 


Non-attendance (20%) of functions or training sessions shall result in a review of the member's 
further participation in the Honor Guard. 


Scheduling 


Requests for Honor Guard participation in events shall be forwarded, in writing, to the Assistant 
Chief, Office of Administrative Services, within one month of the scheduled event (Exemption - 
Exigent circumstances). Upon approval, the Officer-in-Charge shall be notified of the event date 
and time and check the Honor Guard schedule for conflicting events. 


Gang Intelligence Detail 
Mission Statement 


The mission of the Los Angeles World Airports Police -Gang Intelligence Detail is to identify and 
investigate those persons engaged in gang or criminal activity at Los Angeles World Airports. 
The primary goal of the detail is to work together with the aviation community to obtain 
information and intelligence regarding gang member relationships and how it may correspond to 
terrorism and criminal activity on LAWA Airfield Operations Area and Airport area. 


Overview 


Gang Intelligence Detail Officers will team together with the aviation community to develop 
solutions, interventions, and prevention strategies to reduce crime at Los Angeles World 
Airports and its surrounding community. Gang Intelligence Detail Officers will work jointly and 
coordinate with other law enforcement agencies in the identification and processing of known 
gang members that may be recognized as a security risk at the Los Angeles World Airports. 
Gang Intelligence Officers will provide information to other law enforcement agencies in the 
identification of new gang members who have been involved in criminal activities and/or have 
been arrested by Airport Police Officers. Gang Intelligence Detail Officers shall attend outside 
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agency gang liaison meetings as directed. Information concerning gang activity at LAX shall be 
collected and distributed within the Airport Police. 
Definitions 


Gang- A Gang is defined as a group of three or more individuals who engage in criminal activity 
and identify themselves with a common name or sign. 


Intelligence- Intelligence is defined as the product resulting from the collection, evaluation, 
analysis, integration, and interpretation of all information which concerns the areas of operation 
immediately or potentially significant for the Los Angeles World Airports. 

Gang Intelligence Detail Officer's Duties and Responsibilities 

Proactively prevent and suppress gang activity at the Los Angeles World Airports. 

Develop a positive relationship among airport tenants, airlines, and other law enforcement 
agencies through collaboration and community-based policing to create a safe community and 
working environment at Los Angeles World Airports. 


Collect and disseminate information concerning gang activity at LAX within the Airport Police. 


Maintain current and updated files of gang member incidents, crimes, and arrest that occur 
within the Airport jurisdiction. 


Maintain a gang-lead investigation log outlining activity and current status of open 
investigations. 


Note current and updated locations of graffiti on LAWA property, and attempt to determine the 
gang association with the graffiti. 


Contact the Crime Scene Investigation Unit (CSI) to photograph new graffiti incidents that occur 
on LAWA property (see Section 9/2.6 for Request for Service Procedures). 


Work cooperatively with the Crime Analysis Detail pursuant to Section 9/1.2 to track crime 
trends and target areas of increased crime within the Airport jurisdiction. 


Respond to evaluate incidents, crimes, and arrests that may be related to gang activity that 
occurs within the Airport jurisdiction. If a Gang Intelligence Officer is unavailable a copy of the 
report or incident shall be forwarded to the Gang Intelligence Detail for further review and 
analysis. 

Selection 


Gang Intelligence Detail Officers shall be comprised of officers assigned to Patrol Services 
Section as a collateral duty assignment. 


Selection of candidates for the Gang Intelligence Detail shall follow procedures outlined in 
Section 3/8 — Special Assignments. 


Supervision 
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Supervision of the Gang Intelligence Detail shall be the responsibility of the assigned Agency 
Coordinator. The assignment shall be a collateral assignment to that supervisor’s primary 
assignment. Actual field deployment shall be at the direction of the Patrol Services Section 
Watch Commander or upon the request of any field supervisor. 


The Agency Coordinator is responsible for maintaining program records, ensuring maintenance 
of program standards and conducting training and certification sessions within the agency. 


Training 


Officers shall receive POST-approved gang training to stay current on new crime trends and 
maintain at least a minimum of 24 hours of gang training annually. 


Logistics Unit 
Duties and Responsibilities 
Facilities Liaison 


The Logistics Unit supervisor is the LAWA/LAX Police liaison with Construction & Maintenance. 
All matters regarding work requests, key requests, and facilities upkeep are directed to this unit. 


Work Requests 


All work requests will be reviewed for proper format, conflicts with existing policies or ongoing 
projects, contact information, etc. and altered as necessary. If no contact person is provided, the 
Logistics Unit supervisor will be listed as the contact name. 


Any work requests that involve a substantial change to Division or Department policy or projects 
are forwarded to the LAWA Police Administration Manager for review and then forwarded to the 
Office of the Chief of Airport Police for signature. Any project involving Division funding is 
forwarded to the LAWA Police Administration Manager. 


All routine or standard work requests are forwarded to the LAWA Police Administration Manager 
for signature. 


All Division approved work requests are forwarded to the LAWA Police Administration Manager 
for signature with the exception of "Security Priority" work requests. "Security Priority work 
requests are forwarded directly to the Construction and Maintenance Division for processing. 


Copies of work requests are filed by Logistics Unit for referencing purposes and follow-up 
purposes. 


Facilities Coordinator 
Coordinate the upkeep of the Division’s facilities, including parking facilities. The unit works in 
conjunction with Environmental and Risk Management Divisions on decreasing any pertinent 


issues related to the facilities. The Logistics Unit also ensures the holding cell area is in 
compliance with state regulations and coordinates Fire Department facility inspections. 
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Forms Coordinator 


Coordinate the printing of all Division administrative and patrol forms, with the exception of 
Security Credential Section forms, which are governed by federal guidelines. Additionally, the 
Logistics Unit is tasked with ensuring all forms are readily available and organized in the Kit 
Room. 


Kit Room Coordinator 

With the exception of the Kit Room Armory, the Logistic Unit Supervisor is responsible for 
ensuring that the Kit Room is well organized and excess equipment/supplies are not stored 
there. 

Information Technology Division Liaison 

The Logistics Unit supervisor is the Division liaison with the Information Technology Division. All 
matters regarding communication service requests, landline phones and radios are directed to 


this unit. Radio equipment updates are also conducted by the unit and forwarded to the 
appropriate ITD and Communications Unit personnel. 


Communication Service Requests 

Review all communication service requests for proper format, conflicts with existing policies or 
ongoing projects, contact information, etc. and altered as necessary. If no contact person is 
provided, the Logistics Unit supervisor will be listed as the contact name. 

Any communication service requests that involve a substantial change to Division or 
Department policy are forwarded to the LAWA Police Administration Manager. Any projects 
involving Division funding are forwarded to the LAWA Police Administration Manager. 


All routine or standard communication service requests, which do not require Division funding, 
are forwarded to the LAWA Police Administration Manager for review. 


Any communication service requests that require Division funding are forwarded to the 
appropriate Commanding Officer for signature. Upon return the funding is requested from the 
LAWA Police Administration Manager. 

Logistical Support 


Provide logistical/material support during emergency incidents, planned events, and during 
heightened alert levels. 


Uniform & Equipment Coordinator 


Review all employee uniform and issued equipment requests for possible conflict with existing 
policy and to ensure proper tracking of issued employee equipment. 


Review all employee requests to replace lost, stolen, or damaged uniform or equipment 
requests, in compliance with Section 16/4.9 - Lost or Damaged Department Equipment, 


Review all equipment for use in vehicles and/or requiring storage in the Logistics Unit office for 


Manual of the Los Angeles World Airports Police 


e. 


(1) 


9/3 


9/3.1 


CHAPTER IX — Support Functions 


possible discrepancies and to ensure proper inventorying of equipment. 


Retrieve all standard and specialized unit employee uniforms and equipment items, with the 
exception of firearms/ammunition upon employee retirement, termination or transfer, in 
compliance with Section 3/7.5 - Procedures for Employees Resigning, Transferring, or Being 
Terminated from the LAWA Police. 


Note: The issuance of sworn/nonsworn employee uniforms will no longer be the responsibility of 
the Logistics Unit. 


Uniform Procurement Procedures 


Sworn - When Cadets are approaching graduation from the Police Academy, Training Unit staff 
shall complete an APR for the required number of uniforms, belts, and other ancillary 
equipment; submit to the LAWA Police Administration Manager for approval. Upon approval, the 
APR will be forwarded to the Accounting Unit, who will initiate the appropriate measures with the 
contractor; and advise Training Unit staff when the officer is scheduled for fitting. 


Non-Sworn - When a non-sworn uniformed officer is hired by the Division, Traffic and Security 
Section administrative staff shall complete an APR for the required number of uniforms, belts, 
and other ancillary equipment and submit it to the LAWA Police 

Administration Manager for approval. Upon approval, the APR will be forwarded to the 
Accounting Unit, who will initiate the appropriate measures with the contractor; and advise 
Traffic and Security Section administrative staff when the officer is scheduled for fitting. 
Security Credential Section 


Mission Statement 


Effectively direct, control, monitor and coordinate access and movement in restricted areas, including 
the airfield, through mandated security and administrative functions. 


9/3.2 Primary Responsibility 


It is the Security Credential Section (SCS) mission to effectively direct, control, monitor and coordinate 
access and movement in restricted areas, including the airfield, through mandated security and 
administrative functions while providing excellent customer service to thousands of badge holders. To 
meet mandates for safety and security imposed by the Transportation Security Administration (TSA) 
and other agencies, SCS is organized into six units: 


Security Access Analysis Unit 

Badging Unit 

Enrollment and Contract Management Unit 
Fingerprint Administration Unit 


Regulatory Audit and Coordination Unit 
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° Adjudication and Confidential Records Unit 

As the designated badging authority for LAWA/LAX, LAWA/VNY, and LAWA/PMD, SCS operates a 
public badge counter for all employees that require a Security Identification Badge or a Terminal 
Identification Card. 

Federal mandates require that all employees requesting a Security Badge or a Terminal Identification 
Card undergo a criminal history record check (CHRC) achieved through fingerprinting. Given the heavy 
volume of the Security Badge Office and our commitment to customer service, every SCS employee is 
trained to operate the badge counter and fingerprint stations regardless of what unit they are assigned. 
In addition, all management-level serve as a liaison between SCS and a designated set of 
companies/agencies. 

9/3.3 Security Access Analysis Unit 

The primary responsibilities of the Security Access Analysis Unit are as follows: 

A. ACAMS Responsibilities 

a Produce ACAMS reports 

2. Maintain ACAMS network matrix 

3. Grant ACAMS data entry - default 

4. Grant ACAMS data entry — no-default 


5, Troubleshoot ACAMS problems 


6. Assume subhost responsibilities 

B. Awareness and Training 

A Monitor TSA’s NPRM 

2. Provide new employee orientation training for all LAWA Employees. 
3. Provide restricted area driving training for SCS Employees. 

4. Laundry and Pest Control 

5. Security and Government contractors 


9/3.4 Badging Unit 
The primary responsibilities of the Badging Unit are as follows: 
A. Back Counter Duties 


1. Conduct daily badge audits 
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2. Conduct Terminal ID Card audits 


3. Administer badge and fingerprint recalls 
4. Perform opening and closing duties 
5. Accomplish daily filing, reports, schedules 


6. Operate front desk 
9/3.5 Enrollment and Contract Management Unit 


The primary responsibilities of the Enrollment and Contract Management Unit are as follows: 


A. Company Enrollment 

1. Enroll new companies in B2K and C2k 

2 Conduct site visits to determine access needs 

3. Attend pre-con meetings to discuss enrollment obligations 

4. Prepare monthly statistical report 

B. Contract Management 

1. Administer renewal and payment of equipment maintenance contracts 
2. Administer all contracts for services and specialized supplies 

C. Financial Resource Management 

1. Prepare section’s budget 


2. Administer AFE’s, PO’s, and sub-PO’s for goods and services 


3. Perform inventory supply and control 
4. Perform credit card management 

D. Special Projects 

1. Coordinate document-imaging program 
2. Administer U.S. Custom Seal requests 
D. Post Enrollment Industries 


All Construction Companies 


9/3.6 Fingerprint Administration Unit 
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The primary responsibilities of the Fingerprint Administration Unit are as follows: 


A. 


1. 


Fingerprint Administration 
Administer B2K Fingerprint program 
Administer DOJ program 

Administer C2K Fingerprint program 
Audit all FBI and DOJ records 
Receive results from TSA web board 
Post all on LAWA Website within 24 hours of fingerprint transmission 
Troubleshoot complicated issues 
Complete 10-year background investigations 
Personnel Related 

Employee Evaluations 

Employee Files 

Interoffice Training 

Travel Requests 

Tuition Reimbursement 

Office Management 

Records Retention 

Timekeeping 

Facilities Management 

Shredding 

Mail/Fax Distribution 

Resource Library 

Chronological correspondence file 


Post Enrollment Industries 
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1. Governmental Entities 

2. Air Carriers 

9/3.7 Regulatory Audit and Coordination Unit 

The primary responsibilities of the Regulatory Audit and Coordination Unit are as follows: 


A. Client Outreach, Support and Auditing 


1. Administer website on-line access codes 
2. Conduct badge accountability audits 

3. Produce invalid and expired badge letters 
4. Revise Security Badge Office Forms 

5, Produce monthly newsletter 

B. Client Billing and Correspondence 

1. Administer badge-billing process 

2. Administer fingerprinting pre-pay account 
3: Reconcile pre-payment billing 

4. Maintain daily fingerprint statistics 

5 Maintain fingerprint re-print statistics 

C. Post Enrollment Industries 

1. Aviation Support 

2. In-flight Caterers 

3. Communications/Systems 

4. Concessions 


9/3.8 Adjudication and Confidential Records Unit 

The primary responsibilities of the Adjudication and Confidential Records Unit are as follows: 
A. Adjudication Responsibilities 

1. Retrieve finger-based criminal history records for review and investigation 


2. Conduct CHRC research including, but not limited to court records 
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3. Interview applicants regarding eligibility status 

4. Communicate with companies and applicants 

5; Render determination of eligibility 

B. Confidential Records Management Responsibilities 
1. Maintain confidential records/files 

2. Produce investigative and other special reports 


9/4 Professional Standards Section 
9/4.1 Mission Statement 


It is the mission of Professional Standards to provide LAWA Police with: 


A. Recruitment of personnel meeting the standards demanded by the law enforcement profession; 
B. Training provides personnel with the knowledge and skills needed to accomplish the mission of 


the LAWA Police and the Los Angeles World Airports; 
C. Investigation of allegations of misconduct; 


D. Policy and Procedures provides operational guidance to personnel to ensure compliance with 
laws and to protect personnel and LAWA from criminal and/or civil liability; 


9/4.2 Duties and Responsibilities 
Professional Standards is comprised of the following Units and Details: 
A. Investigations and Selection Unit 
1. Internal Affairs Detail 
This detail is responsible for: 


a. Investigating alleged personnel misconduct complaints involving LAWA Police, and on 
occasion, LAWA personnel; 


b. Preparing charges against LAWA Police employees in disciplinary cases; 

C. Conducting and recording interviews of witnesses and involved parties; 

d. Completing investigations for submittal to the Commanding Officer, Professional Standards; 
e. Submitting internal investigations to the District or City Attorney for possible criminal filing 


consideration; 
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Maintaining liaison with other law enforcement agencies investigating complaints against LAWA 
Police and LAWA personnel; 


Assisting Commanding Officers in the investigation of complaints against personnel under their 
command; 


Maintaining confidential files concerning personnel investigations conducted; 


Assisting Selection Detail in conducting sensitive investigations involving potential sworn officer 
candidates. 


Selection Detail 
Goals 
The goals of the LAWA Police Selection Unit are: 


To create advertisements/publications that are appropriate for the demographic areas that they 
are distributed; 


To provide adequate outreach for qualified applicants in a way that meets all Federal and State 
requirements; 


To recruit qualified personnel that reflects the community, appeals to the organization's 
structure and/or the law enforcement policing style; 


To foster an environment that supports physical fitness, education, and the overall quality levels 
of the recruits hired; 


To facilitate successful academy completion and satisfactory job performance during the Field 
Training Program. 


Policy 


To meet the goals established for the recruitment and selection effort for the LAWA Police, the 
following objectives are established: 


To hire police recruits to fill each authorized vacancy without considering gender, race or 
religion; 


To work jointly with the Human Resource Department in an effort to attract qualified applicants 
into a police career in accordance with all Federal and State regulation; 


To seek assistance from all departmental personnel in identifying and referring qualified police 
officer applicants. 


Recruitment Program 
Recruitment and retention of police officers throughout the state is a serious challenge. The 


recruitment program is established to create a variety of resources to assist with obtaining 
qualified recruits. The Selection Unit will retain the responsibility for the overall functions of the 
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recruitment programs efforts, including, but not limited to: 
The publication of recruitment bulletins, job announcements and other media advertising; 


Maintaining a liaison with the community service organizations promoting career opportunities 
with the LAWA Police; 


Maintaining a liaison with faculty at local universities and community colleges in order to 
increase the number of referrals; 


Networking with other law enforcement agencies and attending special event job fairs and other 
community affairs. 


Activities 


The Selection Unit will assist the efforts of the LAWA Police by participating in the following 
activities: 


Providing information to interested police officer applicants; 
Conducting public media contacts; 

Participating in related job fairs and career days; 

Maintaining liaison with the faculty of educational institutions; 
Maintaining liaison with the faculty of area high schools; 
Maintaining liaison with representatives of military bases; 


Making group presentations, using minority officers representatives of the ethnic background of 
the contact group when possible; 


Maintaining cooperative agreements with personnel agencies and law enforcement agencies to 
aid in the recruitment of applicants. Also, agreements will reflect the LAWA Police's commitment 
to other law enforcement agencies by referring qualified applicants to them when budgetary 
restrains prevent hiring for our agency. 


Recruitment Effort 

Although the recruitment of qualified personnel is a concern and a responsibility of all LAWA 
Police employees, the specific duty of coordinating the LAWA Police recruiting efforts will be the 
responsibility of the Selection Unit. The Selection Unit will be responsible for: 

Developing and maintaining an effective working relationship with the Human resources 
Department with reference to recruitment of police officer applicants. Affirmative Action 
planning, Equal Employment Opportunity and Affirmative Action training as required for the 
recruitment effort. 


The coordination of the recruitment effort for the LAWA Police; 
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The periodic review of testing procedures, recruitment methods, and selection procedures. The 
review of minority hiring in comparison to minority population; 


Ensuring the use of minority officers in a role as recruitment officers, representative of the ethnic 
background of the contact group; 


The utilization of community service organizations for the recruitment effort when possible. 
Recruitment Team 


The Recruitment Team consists of sworn members of the LAWA Police who have volunteered 
in response to a posted announcement. 


Recruitment Team members represent the LAWA Police and shall demonstrate professionalism 
at all times when dealing with other agencies, vendors, and the general public. 


Selection for the Recruitment Team is the responsibility of the Selection Unit Supervisor. 
Upon selection of qualified individuals, a training session is scheduled. 

Recruitment Team Functions 

The Recruitment Team functions include, but are not limited to: 

College job fairs/career days; 

High school job fairs/career days; 

Recruitment at military bases; 

Community service presentations; 

Media recruitment presentations in conjunction with the Media Relations Division; 

Public service announcements in conjunction with the Media Relations Division. 

Minority employees who are fluent in the community's languages and are knowledgeable in the 
culture of the target group should be used in recruitment efforts. They may be temporarily 
assigned to work on the Recruitment Team as a special assignment. 

Personnel in the Recruitment Team will be trained in the following areas: 

The LAWA Police's needs and commitments; 

The LAWA Police's career opportunities, salary program, benefits, and training opportunities; 


The Federal and State Equal Employment Opportunity compliance guidelines and Affirmative 
Action plan for effective labor force utilization; 


The community service area including demographic data, community organizations, and 
community service organizations; 
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Cultural awareness including an understanding of different ethnic groups or subcultures; 
Techniques of informal record keeping systems for applicant tracking; 

The selection process procedures utilized by the City's Safety Recruitment Program, including 
background investigations, psychological examinations, written examinations, oral 
examinations, and physical fitness examinations; 

The automatic and discretionary disqualifying factors; 

The medical and health requirements of police applicants; 

Techniques for recruitment. 


Background Investigations Detail 


This detail is responsible for reviewing the background investigation of sworn peace officer 
candidates in accordance with state guidelines. In addition, this detail: 


Reviews applications for hire; 


Liaisons and works with the Public Safety Recruitment Unit and LAWA Human Resources 
Division to verify test results and other pertinent information; 


Interviews potential candidates; 


Conducts follow-up investigations of personal references (i.e. - landlords, previous employers, 
etc.) of potential candidates when necessary; 


Reviews all significant responses given during the polygraph examination by potential 
candidates; 


Reviews and make recommendations to all completed background packages prior to forwarding 
the packages for final review and recommendation to the Professional Standards Commanding 
Officer. 


Confirms the completion of background packages in compliance with POST guidelines prior to a 
job offer being given to potential candidates. 


Training Unit 

The Training Unit is responsible for providing training for all personnel of the LAWA Police, in 
accordance with state and federal mandates and in compliance with the California State 
Commission of Peace Officers Standards and Training and arranging any additional training 
requested by LAWA Police personnel and approved by upper management. 

Note: Refer to Section 4/1 for further duties and responsibilities. 


Manuals and Orders Unit 
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This Unit is responsible for: 
Updating and maintaining the LAWA Police Manual; 


Developing policy, procedures, and report forms, in accordance with the needs of the LAWA 
Police; 


Developing training bulletins; 

Revising and auditing procedures to address new issues. 

Note: Refer to Sections 1/1.6 and 1/2.3.B for further duties and responsibilities. 

Range Detail 

The LAWA Police Firearms Range is staffed by specially trained sworn personnel called 
Rangemasters, whose primary responsibility is to provide a safe environment for sworn 
personnel to practice, and demonstrate proficiency with, approved weapons authorized for both 
on and off duty use by the LAWA Police. 

Rangemaster Duties and Responsibilities 

Rangemasters are responsible for: 

Staffing and maintaining the LAWA Police Firearms Range; 


Developing firearms proficiency qualifications courses; 


Documenting scores attained by sworn personnel completing the monthly firearms proficiency 
course; 


Providing additional firearms training for sworn personnel and LAWA Police recruits attending 
the Los Angeles Police Academy. 


Note: Refer to Section 4/5 for further duties and responsibilities. 
Training 


Rangemasters shall complete a POST approved Firearms Instructional Development course 
and armourer's class. 


Court Liaison Detail 
This detail, staffed by sworn personnel, is responsible for: 


Evaluating and making recommendations to the City Attorney's Office regarding the filing of 
LAWA Police arrest and complaint application reports; 


Coordinating subpoenas and court appearances for and by LAWA Police personnel; 


Maintaining records concerning disposition of cases filed; 
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b. Assisting the courts and the City Attorney's office in routine administrative matters relating to 
LAWA Police and the court, in general; 


C Coordinating the disposition of evidence, including weapons, in LAWA Police related cases; 


d. Collecting data on defendants placed on court-imposed probation and publishes a list of those 
individuals on probation; 


g. Disseminating information on court cases, which impact LAWA Police operations, ona 
frequent/regular basis. 


Note: Refer to Sections 5/5.2 and 16/3 for further duties and responsibilities. 
9/5 Traffic Control Unit (TCU) 
9/5.1 Mission Statement 
The mission of the Traffic Control Unit is to ensure the safe and efficient flow of vehicular and 
pedestrian traffic throughout the Central Terminal Area. Members of the Traffic Control Unit shall be 
diligent, proactive, and provide courteous, professional and efficient service to all users of the Los 
Angeles International Airport and Ontario International Airport. 
9/5.2 Chain of Command 
The Chain of Command of the Traffic Control Unit is as follows: 
A. Chief of Airport Police 
B Assistant Chief of Airport Police, Office of Traffic and Security 
C. Commanding Officer, Traffic Services Section or the Commanding Officer, LAWA/ONT 
D Principal Security Officer 
E. Senior Security Officer 
E Security Officer assigned to TCU 


9/5.3 TCU Duties and Responsibilities 


A. General 

1. Direct vehicular traffic and pedestrian traffic by the use of appropriate hand signals and/or 
illuminating devices along CTA curbs and at intersections or other control points as directed by 
supervisors. 

Ze Issue parking citations for violations on sidewalk curbs. 

3. Impound vehicles. 


Manual of the Los Angeles World Airports Police 


9/5.4 


CHAPTER IX — Support Functions 


Respond to radio calls for traffic control services. 

Prepare brief reports describing unusual problems on incidents or to request information. 
Report circumstances requiring police action to Communications Unit via radio or telephone. 
Perform other related duties as determined by the Chief of Airport Police. 

Traffic and Curb Parking Management 


TCU Officers shall limit their parking enforcement activities to World Way (North and South) at 
LAWA/LAX and Terminal Way (East and West) at LAWA/ONT only. TCU Officers shall not 
enforce parking violations within Central Terminal Area parking lots, or in any other parking 
facility under the control of LAWA. This prohibition includes, but is not limited to, bus holding 
lots, taxi holding lots, shuttle and limousine holding lots. 


On the curbs, TCU Officers are only authorized to (a) issue parking citations and (b) perform 
impounds of unattended vehicles. Within loading and unloading roadway lanes, TCU Officers 
are only authorized to direct traffic, issue parking citations and impound unattended vehicles. 


Pursuant to the issuance of citations, TCU Officers are authorized to request the last four digits 
of the VIN number only. For the purpose of impounding vehicles, TCU Officers are authorized to 
request Auto Status only. 


TCU Supervisors may authorize intersection control within the Central Terminal Area only after 
visually inspecting traffic conditions at the specific intersection where action may be required. 
TCU Officers and Supervisors shall not place traffic control devices on manual control without 
the approval of the Traffic Services Section Commander, the Patrol Services Section Watch 
Commander or the Traffic Services Section Watch Commander. 


TCU Officers are not authorized to perform any enforcement action beyond the scope of their 
employment, which is limited to the management of vehicular and pedestrian traffic. TCU 
Officers shall not conduct vehicle stops, pedestrian stops or make requests for drivers’ license 
or other documents. In the event that this type of information or action is required, TCU Officers 
shall request a LAWA Police officer respond to their location. 

Rules of Conduct 

Code of Ethics 

As a TCU Officer my fundamental duty is to serve the public. Honest in thought and deed in 
both my personal and professional life, | will be exemplary in obeying the laws of the land and 
the regulations of LAWA Police. 


| will never act officiously or permit personal feelings, prejudices, animosities or friendships to 
influence my decisions. 


| will enforce parking regulations courteously and appropriately without favor, malice or ill will, 
and | will never accept gratuities. 


| recognize the responsibilities of my position as a symbol of public faith, and | accept it, as a 
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public trust to serve the community. 
Confrontations 


From time to time citizens confront TCU Officers while in the process of performing their duties. 
Even though citizens may know they are guilty of breaking the law, they see a TCU Officer as 
an individual who is going to cost them money by giving them a citation. Of even greater 
concern to the citizen can be arriving on the scene and finding officers are in the process of 
impounding their vehicle. In these instances their emotions may range from mild displeasure to 
hostility and irrational behavior. Most of the time TCU Officers are able to deal with these 
situations by remaining calm and answering citizen’s questions in a polite manner, but not 
always. 


It is important that TCU Officers maintain a healthy perspective about the enforcement function. 
The people TCU Officers deal with are not hardened criminals (usually), and the parking citation 
is only a piece of paper. Personal safety is the primary concern. 

It is the policy to avoid physical confrontations with citizens. If it appears that a situation is 
escalating beyond the officer’s control and that violence could occur, the officer should take the 
following actions: 


Remove himself/herself from the situation; excuse himself/herself and walk away or get into 
his/her vehicle and leave the location; and, 


Report the situation. Use the radio to contact Communications and request: 
A supervisor respond to the location; or, 
LAWA Police. 


If the above procedure is not feasible, declare an emergency by activating the emergency 
button on the radio. 


Note: Refer to Section 13/1.2.C.1 for more information on “Emergency Activation” procedures. 
Use of Public Address (PA) System for Curb Enforcement 


TCU officers shall not use a PA system to direct or instruct citizens illegally parked in the CTA to 
move their vehicles. 


Private Person's Arrest 

It is not the function of TCU Officers to perform stops, detentions, or arrests. This does not 
affect a TCU Officer’s personal right to effect a private person's arrest pursuant to Penal Code 
Section 837. 

Lawful Orders 

While on duty, TCU Officers shall obey the lawful order of any TCU Supervisor, LAWA Police 


Supervisor, or LAWA Police Officer performing his/her duties on or about the properties owned 
and operated by the Los Angeles World Airports. 
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During periods when no TCU supervisor is on duty or available, or when no Commanding 
Officer of TSS is available, the Patrol Services Section Watch Commander is to be considered 
the TSS Commanding Officer. 


F. Emergencies 


During times of emergency, the Incident Commander, Watch Commander or other Officer In 
Charge of the incident may modify or change any or all of the above rules in furtherance of 
controlling the emergency. At the end of the emergency this memorandum shall automatically 
be reinstated. 


9/5.5 Professional Demeanor 


It is the policy of the Los Angeles World Airports (LAWA), as well as the City of Los Angeles, that when 
dealing with the public, TCU Officers shall be courteous, respectful, cooperative and professional at all 
times while performing parking enforcement or traffic control duties. The task being performed should 
be completed as quickly as possible while avoiding any attitude, language or action that might insult the 
citizen or in any way escalate a potentially volatile situation. 


The practice of courtesy in all public contacts encourages understanding and appreciation; discourtesy 
breeds contempt and resistance. The majority of the public is law-abiding citizens who rightfully expect 
fair and courteous treatment by LAWA personnel. While the urgency of the situation might preclude the 
ordinary social amenities, discourtesy under any circumstances is indefensible. The practice of 
courtesy by an officer is not a manifestation of weakness; it is, on the contrary, entirely consistent with 
the firmness and impartiality that characterizes a professional. 


The citizen has the legal right to report behavior he or she believes to be unprofessional and should be 
provided the necessary information to do so. 


The officer's name the supervisor's name and the LAWA Police’s phone numbers should be readily 
provided to the citizen upon request. Often providing this information to citizens in a courteous manner 
either defuses the situation or gives the citizens the feeling they have been treated equitably. 

9/5.6 Court Demeanor 


A. TCU Officers who are served a subpoena or other court notice must appear in court (Refer to 
Section 5/5). An officer may be summoned for the following: 


1. Parking citations; 

2. Observer of crime; 

3. Observer of traffic accidents; 

4. Officer involved traffic accident (Civil); 


Sf Other (DMV, Civil Service Hearing, etc.). 


B. When off duty, an officer has the option of wearing the uniform or civilian clothes. Civilian 
clothing shall be appropriate business attire (Refer to Section 6/2.5). 
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C. Before court is in session; court documents should be reviewed. Brief relevant notes should be 
completed. The case may be discussed with a prosecutor if one is in court. An officer must 
respond to questions with short direct answers and give an accurate and objective account of 
the facts of which he/she has personal knowledge. 


D. Rules to abide by when testifying in court: 
1. Do not express your opinion or overplay your testimony in an attempt to impress the court. 
2. Do not discuss the case with fellow officers or witnesses prior to trial. There is no need to offer 


additional testimony, if not in response to a direct question. 
3. Do not remain in court after being excused. 
9/6 Communications Unit 
9/6.1 Mission Statement 
The mission of the Los Angeles World Airports (LAWA) Police Communications Unit is to provide 
prompt, efficient and courteous emergency communications to employees and patrons of LAWA. 
Communications personnel are committed to excellence in the delivery of these services, while treating 
all people with dignity and respect. 
9/6.2 Goals and Objectives 
The following criteria are intended to provide a specific, achievable and measurable level of 
performance for tasks associated with the dispatch of law enforcement personnel. The times stipulated 
are the minimum levels of acceptable performance. 
It is recognized that varying circumstances may impede compliance with the acceptable criteria. All 
must strive to ensure that, as much as humanly possible, the goals are met or exceeded on a routine 
basis. 
A. Telephone Answering 
Answer all calls prior to the third ring, or not to exceed 15 seconds from the time the call is 
received. The nature and location of any calls of an emergency nature will be pursued 
immediately. 
B. Complaint Processing 


Barring exceptional circumstances, complaint processing will not exceed four minutes from the 
time of receipt to the time the dispatching of units is completed. 


C. Radio Dispatching 
Radio dispatching of calls for service will be done on an established priority and upon the 
availability of field units. All emergency calls (Code 3) will be dispatched immediately (no longer 


than two minutes). All urgent calls (Code 2) will be dispatched within five minutes. All routine or 
non-emergency calls will be dispatched within ten minutes. 
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Citizen Complaints 


Our objective is to maintain a citizen complaint to telephone calls processed ratio of one 
complaint per 25,000 calls. 


Continuous Professional Training 


Provide a minimum of 24 hours of annual professional training of all employees every twenty- 
four months in accordance to Federal and State standards. 


Airport Operations Center - LAWA/LAX 


Mission Statement 


The mission of the Operations Center is to: 


9/7.2 


Support field operations with resources necessary to fulfill their mission, including personnel, 
equipment and administrative support. 


Maintain the structure and resources in place to transition to the Department Operations Center 
(DOC) during a major incident. 


Duties/Responsibilities 
Section Commanders 
Section Commanders shall have Daily Deployment Sheets for units under their command 


forwarded to the Operations Center no later than twenty-four hours prior to the start of the unit’s 
watch. Revised Deployment Sheets will also be forwarded. These sheets may be hand 


delivered, faxed to 310.215.5388, or e-mailed to AirportPoliceOperationsCenter@lawa.org. 
Los Angeles Police Department Airport Detail Officer-in-Charge 

The LAPD LAX Detail shall forward a copy of their Daily Deployment to the Operations Center. 
Revised work sheets will also be forwarded. Theses sheets may be either hand delivered, faxed 
to 310.215.5388, or emailed to AirportPoliceOperationsCenter@lawa.org. 

Minimum Staffing 

Watch Commanders shall insure that the Operations Center is staffed by one Sergeant during 
the C and D watches and at least one sworn officer during the A and B watches. If 
circumstances dictate that the Operations Center's minimum staffing cannot be met, the Watch 
Commander shall make a detailed log entry on the Watch Commander's Log explaining the 
reason for the lack of staffing personnel. 


Note: When a Sergeant is not assigned to the Operations Center, the Watch Commander shall 
be responsible for ensuring the tasks outlined in Section D are completed. 


Position Responsibilities 
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The tasks outlined in the following section correspond to the functional tasks used in the 
Standardized Emergency Management System. In the event of a major incident, the tasks 
become the responsibility of the appropriate ICS organizational element. 

Operations Center Sergeant 


The sergeant assigned to the Operations Center is the Officer in Charge. Duties include: 


a. Monitoring the computer workstation logged on the Operations Center e-mail account and 
calendar, check all e-mail directed to the Operations Center to insure incoming messages are 
processed accordingly, and update the calendar as needed; 

b. Monitoring the fax machine for incoming messages; 

C: Scheduling officers for Movie Details; 

d. Ensuring personnel assigned to the Operations Center are trained in Operations Center 
procedures; 

e. Overseeing equipment issuance and check-in in accordance with procedures outlined in 
Sections 5/7 and 16/4 of the Airport Police Manual; 

f. Ensuring all tasks outlined in the following checklist are carried out at the stated time; 

g. Completing the following checklist at the stated times during each watch. 

Initial upon task completion 
0300 0430 1300 1630 


Daily worksheets for both current and on- 
coming watch verified as to assignments, 
vehicles, and equipment. 


Place updated daily worksheet for current 
watch in kit room book. 


Call offs for oncoming watch processed, 
deployment adjusted and overtime hired as 
needed to maintain minimum manning. 


Make vehicle assignments for oncoming 
watch and enter on their daily 


Work sheet 


Make copies of updated daily work sheet for 
on-coming Watch 1 and Watch 3 and 
distribute to oncoming watch commander no 
later than thirty minutes prior to start of watch 


Vehicle bad order (B.O.) reports resolved. 


Radio and MDT B.O. reports resolved 


Vehicle status board depicting all radio cars 
and equipment status. 


Conduct physical audit of radio cars in 
station lot so as to assure availability for 
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deployment. 


Pull radio batteries from kit room charger and 
place in carrying tray for distribution to 
oncoming roll call. 


Watch Sergeant / Watch Commander 
approval 


Operations Center Officers 

During the hours of 0130 to 0500 daily, the officer assigned to the Operations Center shall carry 
out all of the required tasks outlined, including those of both the Operations Center officer and 
Station Desk Officer. When leaving the Operations Center to work the Station Desk, the officer 
shall lock both Operations Center doors. 


Officers assigned to the Operations Center shall complete the following tasks, as necessary, 
each shift: 


Resource Status Officer 

The Resource Status officer is responsible for maintaining the status of all resources. This is 
achieved by overseeing the check-in of all resources, maintaining a status keeping system 
indicating current location and status of all resources, and maintenance of a master list of all 
resources. 


Duties include: 


Maintaining updated Daily Deployment Sheets for both current and on-coming watches. These 
sheets shall include assignments, vehicles, and equipment. 


Receiving and filing Daily Deployment Sheets from specialized units in the Resource Status 
Book. 


Entering the Deployments for Bikes, SRT, CEU, VNET and ASCU on the applicable Patrol Daily 
Deployment Sheet. 


Placing updated Daily Deployment Sheets for the current watch in the Kit Room book. 


Receiving call offs for the oncoming watch, adjusting the deployment and hiring overtime as 
needed to maintain minimum staffing 


Making vehicle assignments for the on-coming watch and entering them on the Daily 
Deployment Sheet. 


Copying the updated Daily Deployment Sheets for oncoming Watch 1 and Watch 3 for 
distribution to the oncoming Watch Commander no later than thirty minutes prior to start of 
watch. 


Receiving vehicle repair reports and arranging for vehicles to be delivered to the Garage for 
repair. 


Receiving radio and MDT repair reports and arranging for repair. 
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Maintaining the Vehicle Status Board, which shows the status of all Patrol vehicles. 


Conducting a physical audit of patrol vehicles in and around the station lot to assure availability 
for deployment. 


Distributing radio batteries to the on-coming watch during roll call. 


b. Situational Status Officer 
The Situational Status Officer is responsible for the display of incident status information from 
officers in the field, resource status reports, and all other reliable sources of information. 
Duties include: 
(1) Updating the Watch Activity Status Board 
Open incidents involving airport security, in-progress crimes, major felony investigations, 
terminal evacuations, aircraft incidents and significant items shall be listed on the status board. 
The following is an example of a typical entry. 
TIME INCIDENT 
1030 Units responded to an unattended bag at Gate 11. Upgraded to suspicious, 
terminal evacuated EOD en-route. Sgt. Smith is IC 
2) Completion of Daily Occurrence Log, which reflects significant events, arrests, and crimes only. 


The following is an example of typical entries. 


INSTRUCTIONS: Person making entry will type their initials in parenthesis at the end 
of each entry. Double space between entries. 


NO. TIME TYPE & LOCATION | INCIDENT SUMMARY OR 
PR No. MASSAGE AND ACTION 
TAKEN 
1 0829 UNAT 100w/w Found prop only (0845). 
BAGO2- Gate 6 
16010 
2 0715 484INV 750w/w Unk susp(s)removed vict’s 
02-16009 | screening | jacket from x-ray belt, while vict 
was being searched by security. 
Loss $300.00 Iraldo 
3 1030 487INV 390w/w Unk susp(s) removed vict’s 
02-16032 /| Women’s property from restroom stall 
Restroom | area, while vict was using the 
restroom. Loss $1,700.00 
Morales,M 


(3) 


Processing Intelligence 


Document any intelligence information received on an Intelligence Report. All Intelligence 
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Reports shall be logged and filed, along with any supporting documentation, in the Intelligence 
binder. This information shall be distributed to the appropriate personnel. 

Other Duties/Responsibilities 

Supplies 

Officers assigned to the Operations Center shall insure an adequate reserve of office supplies 
and forms are on hand. When replenishment is necessary, a Purchase Order shall be made and 
processed in accordance with current LAWA Police purchasing procedures. 

Facilities 

Officers assigned to the Operations Center shall: 

Maintain a current Floor and Furniture Plan; 

Create and maintain a Seating Template, which is designed to facilitate multi-agency seating 
and required equipment (i.e. -Computers, telephone lines and support equipment for the FAA, 
FBI, U.S. Customs, etc.). 


Homeland Security Section 


Mission Statement 


The mission of the Homeland Security Section is to develop proper coordination of law enforcement 
and public safety activities to reduce LAWA'S vulnerability to a terrorist event or catastrophic 
emergency by: 


9/8.2 


Ensuring the safety and security of persons and property at LAWA, including during emergency 
situations, unusual occurrences or critical incidents; 


Providing for maximum coordination of responding public safety agencies; 
Ensuring compliance with aviation security laws, protocols rules and regulations; 
Receiving and disseminating intelligence information; 


Providing enhanced law enforcement and security to special airline flights events and 
dignitaries; 


Providing an immediate response to major incidents, emergency calls, unusual occurrences, 
and tactical situations; 


Minimizing damage and disruption to airport operations. 
Duties and Responsibilities 


The Homeland Security Section Commander is responsible for: 
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Ensuring the Section achieves all core functions identified in the Mission Statement; 


Acting as the primary liaison with the law enforcement and public safety agencies working at, or 
responding to LAWA and other emergency preparedness sections; 


Under the direction of the Chief of Airport Police, correspond as directed with LAWA executive 
management regarding emergency response, planning and coordination. 


The Homeland Security Section is comprised of the following Units and Details: 

Emergency Planning and Coordination Unit 

Emergency Planning Cadre 

This cadre is responsible for: 

Developing, planning, practicing, and facilitating continually updating the framework by which 
law enforcement and other public safety agencies respond to and operate within LAWA and its 
interests during unusual occurrences and emergency situations 

Ensuring that on-airport and off airport resources are properly trained and practiced in 
expanding their operations to provide for increased protection and response within the airport 


environment during unusual occurrences and emergency situations; 


Liaison with federal, state and local agencies for emergency planning, response, training and 
exercises. 


Vulnerability Assessment and Analysis Unit 

Refer to section 9/2.3 for duties and responsibilities. 
Dignitary Protection Detail 

Refer to Section 9/2.1 for duties and responsibilities. 
Intelligence Detail 

The Intelligence Detail is responsible for: 


Receiving, processing and disseminating security sensitive information involving possible 
terrorist attacks against civilization; 


Participating in various law enforcement based counter intelligence task forces such as the FBI 
Joint Terrorist Task Force (JTTF), Terrorism Early Warning Group (TEW), etc.; 


Coordinating efforts directly with LAPD, FBI, TSA, LASD and other law enforcement and 
governmental agencies; 


Conducting follow-up investigation; 


Assisting in the development of plans to address and address any threat which is based upon 
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credible intelligence information. 

Emergency Services Unit 

The Emergency Services Unit is responsible for: 

Responding to major incidents, emergency calls, unusual occurrences and tactical situations 
with the intent to identify, neutralize and / or stabilize the incident or threat until follow-on 
resources with a greater capacity and/ or jurisdictional responsibility than currently deployed 


arrives. 


Augmenting other responding law enforcement and/ or public safety resources to ensure an 
appropriate level of force is maintained following established protocols; 


Providing support to Patrol Services Section during heightened security alert levels, special 
problems assignments and any other duties as many is necessary; 


Providing LAWA Police -wide training, including use of the Urban Police Rifle, use of the ballistic 
shield, less lethal devices etc. 


Providing primary support for “high risk” or security flights 
Note - Refer to Section 8/8.12 for Emergency Services Unit Notification Procedures. 
Canine Unit 


Refer to Section 9/2.5 for duties and responsibilities 
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10/1 Citation Book Issuance and Control 

10/1.1 Inventory Control 

Officers shall not be issued new citation books until previously issued books are returned and submitted 
for supervisory approval. In exceptional cases, new or "re-issue" citation books may be obtained by 
officers at the discretion of supervisory personnel. 


Note: Unless otherwise indicated, this section refers to both Absentee and Personal Service Citation 
books. 


A. Issuance 
Normally, officers may obtain new citation books when checking out other equipment from a 


supervisor at change of watch. Supervisors may issue citation books during the working shift at 
their discretion. 


1. Officers shall ensure that they have sufficient citation books in their possession to cover their 
tour of duty. 

2. Supervisory personnel shall ensure that an entry is made in the Citation Log Book whenever a 
citation book is issued. The entry shall include the date issued, book number and officer 
receiving. 

B. Collection 


All officers shall return citation books in their possession when so directed by a supervisor or 
when the citation books are depleted or obsolete. 


Under no circumstances shall an officer keep a completed citation book more than five (5) days 
after the last citation has been issued. 


1. Supervisory personnel shall inspect each book returned for citations not used and for the correct 
number of file copies. A check shall also be made to ensure that the violator and court copies 
have been distributed. The supervisor shall then sign the cover of the citation book indicating 
that an inspection has been completed. 


a. Officers shall use extreme caution when removing the Violator's Copy and the Court Copy so 
that the yellow copy is not lost. In the event that a yellow copy becomes separated from the 
book, for any reason, it should be stapled or otherwise permanently attached to the book so the 
officer is not wrongfully accused of destroying a citation. 


2. Supervisory personnel shall ensure that an appropriate entry is made in the Citation Log Book 
whenever a citation book is returned, checked and deposited in accordance with established 
procedure. 

3. Returned citation books shall be deposited in the appropriate receptacle or given directly to a 
supervisor. 

4. Used books shall not be left in the equipment room, Watch Commander's Offices or other areas 


not designated for deposit. 
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Note: Used Parking Citation Books at LAWA/ONT are not required to be turned in as they do 
not have copies of the citation. 


Un-issued Citation Books 


All un-issued citation books shall be maintained and controlled by the assigned Administrative 
employee or sergeant shall ensure that sufficient citation books are available for supervisory 
issuance for all watches and days of the week. 


Mutilated Citation Books 


Citation books are official court documents and may be subpoenaed into court at any time. 
Officers are responsible for maintaining their citation books and will be held accountable for 
mutilated citation books. 


Upon receiving a mutilated citation book, the supervisor shall: 


Contact the officer who turned in the mutilated citation book and have the officer submit an 
Employee's Report explaining how the citation book became mutilated; 


Ascertain whether the mutilation occurred as a result of negligence or carelessness on the part 
of the officer; 


If the supervisor determines that the mutilation was a result of printer binding error or excessive 
wear due to other factors, the supervisor shall complete an Employee's Report documenting 
his/her findings and forward the Employee's Report and citation book to the Traffic Services 
Section Administrative Unit. 


If printer binding error was found to be the cause of the mutilation, the Traffic Services Section 
Administrative Unit shall forward the Employee's Report and citation book to Materials and 
Support Unit so the printer vendor can be contacted to correct the problem. Upon resolution of 
the problem, the citation book shall be returned to the Traffic Services Section Administrative 
Unit. 


If the supervisor determines that the mutilated citation book was a result of negligence or 
carelessness on the part of the officer, the supervisor shall complete a Complaint Form and 
forward it to the Watch Commander for approval. 


The Employee's Report, the mutilated citation book, and a copy of the Complaint Form, if one 
was completed, shall be forwarded to the Traffic Services Section Commanding Officer. 


The Traffic Services Section Commanding Officer will review the documentation and either 
concur with the findings of the supervisor or return the documentation with further instruction. 


Upon approval of the documentation, the Traffic Services Section Commanding Officer shall 
forward the documentation to the Assistant Chief, Office of Traffic and Security Operations, for 
final approval and disposition. 

Whenever the Traffic Services Section Administrative Unit discovers that a mutilated citation 
book has been submitted for processing without any documentation, the citation book shall be 
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forwarded to the concerned employee's Watch Commander for investigation. 

Issuance of Updated Citation Books 

Every time Citation Books are revised, a new citation book shall be issued to officers replacing 
the old books. Distribution of the new books shall be in accordance with established rules and 
procedures. 

It is mandatory that all old style books be turned in within ten (10) days. They are to be returned 
to the Department of Transportation (LAWA/LAX and LAWA/VNY), the Los Angeles County 
Sheriff's Dept.(LASD) for LAWA/PMD, or the Ontario Police Department (LAWA/ONT). 


There shall be an audit of all books issued by LAWA Police. Therefore, officers shall check 
lockers, bags, file cabinets, and other storage areas for books of issued or unissued citations. 


Supervisors shall be responsible for the collection and verification of completeness of old books 
and the issuance of new books using established procedures and documentation on the Citation 
Log. 

These are court documents and must be handled accordingly 

In the event that errors are discovered, forward a copy of the page, with the error highlighted, to 
the assigned administrative employee or sergeant. These errors, if any, will be corrected in the 
next printing. 

Audit Responsibility 

The assigned administrative employee or sergeant shall: 

Verify each citation book returned has a supervisor's signature on the cover prior to acceptance; 
Verify the count of file copies; and, 


Ensure that all citations have been completed. 


Any discrepancies shall be reported immediately to the concerned Commanding Officer for 
appropriate action. 


Citation Cancellation 

Citation Cancellation Request Form 

Generally, when a citation is requested to be canceled, the officer should attach both the 
original copy and the violator's copy of the citation to the Citation Cancellation Request Form. 

In the event that the violator's copy is not available, the officer shall so indicate on the Citation 
Cancellation Request Form along with a brief explanation. 

The Cancellation Request Form must contain all of the following information: 

The complete citation number including the prefix number. The prefix number identifies the book 


of issuance. 
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Date, location, vehicle license number, reasons, and explanation. 


Cancellation Request Forms should include all other applicable information as indicated in the 
form 


Completed Cancellation Requests shall not be accepted until a Supervisor has signed the form 
indicating that he/she concurs with the findings. 


Supervisors shall investigate the facts surrounding the request, and shall verify validity. In the 
event of a discrepancy, the supervisor shall immediately ascertain from the officer the facts 
relating to the discrepancy. An Employee's Report shall be completed and forwarded to the 
officer's Commanding Officer explaining the discrepancy. A copy of the Employee's Report shall 
be attached to the Citation Cancellation Request Form for filing purposes. 

Procedures for Canceling Parking Citations 

Parking citations are to be considered court documents and therefore must be subject to strict 
accountability. LAWA Police employees shall maintain control of all citation books in their 
possession at all times. To provide consistent processing of Parking Citation Cancellation 
Requests in accordance with the provisions of California Vehicle Code Section 40202, the 
following procedures are established. 

Request for Cancellation 

Vehicle Code Section 40202 clearly spells out the obligations of the officer and the LAWA Police 
with respect to actions following the issuance of parking citations. Respective of this section, 
under certain circumstances, an officer may request a cancellation. 

Reason for Cancellation 

While the following examples may justify the request for cancellation, these are not the only 
reasons that may be accepted. Officers are advised to consult with a supervisor if there is any 
question or doubt about a specific set of circumstances. In every case, a brief explanation shall 
be included in the "Explanation" section. 

The vehicle had prior permission to park. 

The vehicle was designated a handicapped vehicle. 

The vehicle driver has legal immunity. 

The citation is incomplete. 

"Drive Away" prior to completion of citation. 

Note - Refer to Section 10/3.2 — Drive Away Citation Processing 

Voiding a Citation 


Citations shall not be "voided" for any reason. In all cases, a Cancellation Request Form shall 
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be completed. Following the initial issuance of a citation, and where a cancellation is justified, 
the issuing officer shall complete a Cancellation Request Form. 

4. An administrative employee of the Traffic Services Section (TSS) or a Sergeant shall be 
assigned and have the responsibility to ensure that adequate records are maintained for the 
control of all cancellation requests and an adequate number of Cancellations Request Forms 
are available at all times. 

The assigned administrative employee or sergeant shall process each Citation Cancellation 
Request for parking citations daily to ensure that all requests are handled in a timely manner 
and that all necessary information has been entered on the form prior to transmittal to the 
Parking Enforcement Bureau. 

C. Processing Citation Cancellations - Personal Service Citations 

LAWA/LAX 
The same form and process shall be used to cancel Personal Service Citations with the 
exception that Personal Service Citation Cancellations shall be forwarded to the Court Liaison 
Officer for processing. 

LAWA/VNY 
Personal Service Citation Cancellations shall be forwarded to the Court for processing. 


LAWA/ONT 


LAWA/ONT shall send cancel Personal Service Citations to the Ontario Police Department 
Records Unit for possessing. 


LAWA/PMD 

Personal Service Citation Cancellations shall be forwarded to the LASD for processing. 
D. Notification Letter 
If the violator was not notified by the citing officer that the citation would be cancelled, the officer shall 
complete a "Notice of Citation Correction" letter indicating the citation has been cancelled and forward 
the letter and all documentation to the Court Liaison Officer (LAWA/LAX), the appropriate administrative 
employee (LAWA/VNY and LAWA/PMD) or the Ontario Records Clerk (LAWA/ONT), for processing. 
The officer shall also indicate that the violator was notified by mail on the Citation Cancellation Request 
form. 


Es Involved Commanding Officer 


The involved Commanding Officer shall make random audits to ensure compliance with 
established procedure. 


10/1.3 Parking Citation Processing or Inquiries 


Under agreement approved by the City and the County, the City assumes the responsibility of 
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processing and collecting bail for all parking citations issued by City agencies. This includes citations 
issued by the Los Angeles World Airports. The main goal is to facilitate the payment of citations by mail. 


The City has contracted with a firm to perform the collection and processing functions. They will operate 
under the name "Parking Violations Bureau." The services they will provide include: bail collection by 
mail; all telephone and written correspondence relative to individual parking citations; scheduling of 
hearings; walk-in payment facilities; and management information and audit reports. 


LAWA/ONT - Under agreement approved by the City and the County, the City of Ontario assumes the 
responsibility of processing and collecting bail for all parking citations issued by the Los Angeles World 
Airports in the City of Ontario. 

10/2 Personal Service Citations (PSC) 


10/2.1 Completion Procedures 


Traffic Courts have automated their systems for control purposes. Because of this computerization, it is 
imperative that Law Enforcement Officers of all jurisdictions meet certain requirements. 


The Citation Guide issued to all Officers contains an exemplar, which reflects most of the necessary 
requirements. Officers shall review the document and conform to its standards. 


A. Computer Capability 


The computer will only accept five (5) violations per citation number. If there are more than five 
(5) violations, only the first five (5) will be recorded. It is therefore, MANDATORY that the most 
serious violation be listed first. 


Example: Misdemeanors shall be listed first, then other violations. A drivers license violation 
shall be listed in the first five (5) positions, or will be lost upon input and not considered by the 
courts. 


B. Multiple Violations 
Multiple violations shall not be listed on the same line. They must be listed separately, one per 
line (or more lines if the description is long), and sequentially numbered. A continuation sheet 
may be used as before, keeping in mind the maximum number of violations that are recorded. 
In the event that a citation involves more than five violations, and some of the sections relate to 
equipment, CVC Section 24002 may be listed (found under Equipment Of Vehicles, Division 12) 
and then each violation may be listed under this one section. 
Example: Headlamps, tail lamps, etc. - For the narrative portion of the violation, some Officers 
are very brief, and some use longer descriptions. This does not need any modification so long 
as the violations are listed and numbered. 

C. Accuracy and Legibility 


It is the responsibility of the citing officer to ensure that each citation is prepared correctly and is 
legible. Citations, which do not conform to the stated guidelines, may be rejected by the Court. 
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The "Infraction," "Correctable" and "Misdemeanors" boxes must be accurate. If in doubt, check 
the Citation Guide. 


Example: California Vehicle Code Section 16028a, the financial responsibility violation is NOT a 
correctable offense. Do not check the "Correctable" box. 


Miscellaneous Procedures 
Time 


Use non-military time and check the appropriate A.M. or P.M. box (i.e., 8:30 instead of 0830; 
2:20 instead of 1420). 


NOTE: If military time is used in error, a Citation Correction Request shall be completed to 
change the time from military to non-military. 


Misdemeanor Check Box 

Check this box if any cited violation is a misdemeanor. The LAWA Police Citation Guide 
(cheater) shows misdemeanors with an "M" and infractions with an "I" preceding the section 
number 

Traffic/Non-Traffic Check Box 

Check the traffic check box for all violations. The nontraffic box will not be used by the 
LAWA/LAX or LAWA/VNY Police, but is still required to be included on the citation by the 
Judicial Council since this is a standardized item on all citations statewide. 

Note: This is not prohibited at LAWA/ONT. 

Commercial Vehicle (CV) Check Box 

Check this box if Section 15210(B) California Vehicle Code applies. Section 15210(b) CVC 
defines a commercial vehicle as a motor vehicle or combination of motor vehicles used to 


transport passengers or property and: 


Has a gross combination weight rating of 26,001 or more pounds inclusive of a towed unit with a 
gross vehicle weight rating of more than 10,000 pounds; or 


Has a gross vehicle weight rating of 26,001 or more pounds; or 
Is designed to transport 16 or more persons including the driver; or 
Is used in the transportation of hazardous materials. 


Hazardous Materials (H.M.) Check Box 


Check this box if a vehicle is transporting hazardous materials as defined in Section 353 and 
2452 CVC. Hazardous materials haulers are defined as commercial vehicles in the CVC. 
However, the "H.M." rather than the "C.V." check box shall be checked when hazardous cargo 
is being transported. Hazardous materials include, but are not limited to: radioactive material, 
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poison, flammable gas, nonflammable gas, flammable liquids, explosives, blasting agents, 
etiologic agents, organic peroxides, hazardous wastes, and other regulated materials of classes 
A. B, C. D. and E listed in the CVC. 

Correctable Violations Check Boxes 

An officer issuing a PSC for certain offenses and under certain conditions shall indicate the 
charge will be dismissed by the court with proof of correction. Check the appropriate “yes” or 
“no” check box in each violation. The appropriate dismissal status for commonly cited California 
Vehicle Code (CVC) violations is contained in the Los Angeles World Airport Police Division 
Citation Guide. 


CVC Section 40303.5 addresses sections which are correctable. The “yes” box shall be 
checked if any of the following applies: 


Any registration infraction listed in Division 3, CVC, and also listed as “correctable” in the 
Citation Guide; 


Any driver’s license infraction listed in Division 6, CVC, which are correctable; or, 


Any equipment infraction listed in Division 12, 13, 14.8, 16, 16.5, 16.7 CVC, or Section 21201 
CVC (bicycle equipment) and also listed as “correctable” in the Citation Guide. 


Pursuant to Section 40610(b) CVC, a citing officer may mark a correctable violation as not 
correctable when any of the following conditions exist: 


Evidence of fraud or persistent neglect; or, 
The violation presents an immediate safety hazard; or, 
The violator does not agree to or cannot promptly correct the violation 


The reverse of the violators copy of the PSC has a section for a signature certifying that a 
violation has been corrected. 


Driver License and registration violations may be certified as corrected by the Department of 
Motor Vehicles or any clerk of a court. 


During normal business hours all requests for equipment violations to be certified as corrected 
shall be referred to the Ground Transportation Enforcement Unit or the Motors Unit 


Seat Belt Violation Check Box 


Mark the check box to the immediate left of Section 27315 if it is a cited violation. Also, enter the 
appropriate subsection in the parentheses to the right of Section 27315 in the following manner: 


27315(d) - the driver is cited if no seat belt is worn by the driver or passenger over 4 years of 
age, but under 16 years; 


27315(e) - the passenger is cited if no seat belt is worn by a passenger 16 years of age or older; 
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C: 27315(f) - owner must maintain seat belts in good working order; 


NOTE: Continue to cite the driver for violation of 27360(a, b, or c) CVC (child restraints for 
passengers under 4 years of age). 


8. Violations Not Committed in Officer's Presence Check Box. Do Not Use This Check Box 
At this time, the Los Angeles World Airports Police does not cite for violations not committed in 
the officer's presence. However, this item is still required to be included on the citation by the 
Judicial Council. 

9: Court Location Check Box 

LAWA/LAX 

Adults: 

West Los Angeles 

3000 S. Robertson Blvd., Suite 100, Los Angeles 


Juveniles 
1725 Main St., Santa Monica 


LAWA/ONT 
Adults: 


West Valley Municipal Court 
8303 Haven Avenue, Rancho Cucamonga, CA 91730 


Juveniles: 
West Valley Juvenile Court 
8303 Haven Avenue, Rancho Cucamonga, CA 91730 


Juvenile Traffic Hearing Officer 

9567 Arrow Route Bldg. 1 Suite “E” 

Rancho Cucamonga, Ca 91730 

LAWA/VNY 

Adults: 

Devonshire Courts: 

Infractions: 9425 Penfield Avenue, Chatsworth, Ca. 
91311 


Misdemeanors: 900 Third Street, San Fernando, Ca 
91340 


Van Nuys Court: 
14400 Erwin Street Mall, 2nd floor, Van Nuys, Ca. 91401 
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Mission Court: 
900 Third Street, San Fernando, Ca. 91340 


Juveniles: 


Van Nuys Court: 
6320 Sylmar Avenue, Van Nuys, Ca. 91401 


Dev/Mission Court: (1:30 PM session only) 
Dept. 275, 16350 Filbert Street, Sylmar, Ca. 91342 


LAWA/PMD 


Antelope Valley Courthouse 42011 4th St West 
Lancaster, CA 93534. 


NOTE: Care should be taken to ensure all of the appropriate boxes are correctly checked. 


E. 


Warning vs. Personal Service Citation Issuance 


When making a decision whether to issue a warning or a Personal Service Citation, officers 
should consider the following: 


Extenuating circumstances (i.e.- A failure to see an obscured official traffic control device, driver 
unfamiliar with the area violates a minor traffic ordinance, etc.); 


Evaluating the basis of the stop on sound professional judgment. 
Court Information 


When a Personal Service Citation is issued, officers shall provide the violator with accurate 
information concerning trial appearance or settlement of the citation. 


Appearance date 


The court appearance date, time and location shall be pointed out to the violator in compliance 
with Sections 40501 and 40502 of the California Vehicle Code (CVC). 


Under Section 40302 (c) CVC, a violator may request to be taken before a magistrate. The 
violator shall be transported and booked into the appropriate booking facility in compliance with 
Section 11/3 (Booking Procedures) and 11/5 (In-Custodial Transportation). 

Instructions Not To Be Given To Traffic Violators Officers shall not: 

Quote amounts of bail; 


Suggest the violator telephone the Traffic Violations Bureau for information; 


Suggest that the case may be handled by mail; 
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Attempt to outline the policy of the court or Traffic Violations Bureau in regard to adjustment of 
certain types of violations; or, 
Suggest or recommend any automobile club or similar organization. 


All information on the court copy of the citation shall be the same as on the violator's copy 
(Section 40505 CVC). No changes, deletions or additions shall be made to the court copy of the 
citation after the violator has received a copy (Section 40500(d)). 


Note: See Section 10/2.3, Citation Correction, for procedures for correcting a Personal Service 
Citation. 


Signature 


The violator shall sign his/her name as it appears on his/her license. The citing officer shall 
compare the signature on the citation with the signature on the license. If the signature does not 
match with the violator’s license and is unreadable, the officer shall print the violator’s name 
next to the unreadable signature and initial it. 


Refusal to Sign 

When a violator refuses to sign a traffic citation, the citing officer shall refer the violator to the 
printed information on the face of the citation directly above the space provided for his/her 
signature. He/she shall be informed that the signing of the citation does not constitute an 
admission of guilt, but that it is merely a signed promise to appear in answer to the charge. 
When the violator has been so advised and continues to refuse to sign the traffic citation, the 
citing officer shall request that a supervisor be dispatched to the scene. The supervisor shall, 
whenever possible, resolve the matter at the scene. 

If, in the presence of the supervisor, the violator still refuses to sign the citation, the officer shall 
transport and book the violator in the appropriate booking facility and shall follow the established 
booking policies and procedures of that booking facility. 

Booking Traffic Violators Charged With More Than One Offense 

When a person who refuses to sign a citation is charged with more than one offense, he/she 
shall be booked on the more serious offense. The elements of all other offenses charged shall 
be included in the arrest report. 

Cancellation of Citation 


When a violator refuses to sign a traffic citation and is booked as a result of his/her refusal to 
sign, the citation shall be canceled. 


EOW Procedures 


All completed Personal Service Citations shall be turned in, along with a DFAR, at EOW (refer 
to Section 5/7.3- End of Watch Procedures). 


Listing the Probable Cause For a Traffic Stop on a Personal Service Citation 
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When an officer is issuing a PSC, the officer shall either cite for or list the probable cause(s) for 
the traffic stop in the citation narrative. When the probable cause for the traffic stop is not being 
cited, the reason shall be described without using the actual numerical section and code 
violation. 


10/2.2 Supervisor Responsibility for Citation Approvals 


To ensure greater consistency and accountability in the review and approval of citations, supervisors 
shall adhere to the following procedures when checking personal service citations: 


A. 


Citation Checking by Supervisors 


Supervisors shall check the following items on the citation and citation continuation form, if one 
is used: 


Completeness 


Each blank space on a citation shall be filled in. If the item is not applicable to the violation 
charged, a dash may be placed in the space. 


Legibility 

Citations should be legible. The following information shall be printed on a citation: 
Name and address of the violator; 

Location of Violation; 

Name of Citing Officer as it appears on the payroll roster. 

Other portions of the citation may be printed or written. 

Tampering 


There shall be no erasures on the citation. There shall be no changes on the citation other than 
the corrected errors. 


Errors 


In as much as an error or omission in certain items may invalidate the citation, a positive check 
shall be made of the: 


Date of offense; 
Correct section cited; 
Correct location of offense; 


Cited speed and speed zone in speed cases; 
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Signature of violator; 

Valid court appearance date, bail or juvenile check. 

Correcting 

When an error is made and noted and the violator's copy is still available, the citing officer shall 
correct the error by drawing a single line through the error and legibly printing the correct 
information as near as possible to the error. The officer shall write the following statement on 
the front of the original beneath the citation number: 

"Violator's copy corrected;" 


Officer's initial. 


The designated supervisor who checks the citation shall initial the lower right hand corner of the 
citation. 


Tampering Observed on Citation 

A supervisor who observes any indication of tampering on a citation or citation continuation 
submitted for review shall withhold the citation and citation continuation and obtain an 
Employee's Report from the citing officer setting forth the facts in the case. The Employee's 
Report shall be attached to the original copy of the citation and submitted to the concerned 
Commanding Officer for consideration and action. 

Forwarding Citations 

Personal Service Citations 

A supervisor having checked citations shall cause the originals of Personal Service Citations 
(with the original citation continuation forms stapled to them, when appropriate) to be forwarded 
daily to the Court Liaison Officer (LAWA/LAX), appropriate administrative employee 
(LAWA/VNY or LAWA/PMD), or the Ontario Records Clerk (LAWA/ONT). Citations with 
correction slips attached shall be grouped together. 

Exception: Citations issued to juvenile traffic violator arrestees shall be approved by a 
supervisor, but not forwarded in the normal manner. The Court copy and the violator's copy of 
the citation shall be attached to the investigating officer's copy of the arrest report. 

Parking Citations 


Parking citations shall be forwarded to the assigned administrative employee (LAWA/LAX, 
LAWA/VNY or LAWA/PMD), or the Ontario Records Clerk (LAWA/ONT), as appropriate. 


Citation Correction - Procedures and Notification 
Personal Service Citation Correction Procedures 


Error or Omission Noted on Citation by a Supervisor 
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A supervisor who observes an uncorrected error or omission, other than in the notes or diagram 
on a Personal Service Citation submitted for review, shall return the original of the citation and 
have the citing officer correct the citation as outlined in Part 3, this section. 


Note: A supervisor who observes an error in the notes or diagram on a citation, or citation 
continuation, shall inform the citing officer of the error and ensure that the officer records the 
correct information on the reverse side of the yellow copy in the officer's citation book to use as 
reference for court proceedings. 


Error or Omission Noted on Citation by the Citation Processing Center 

The Court Liaison Officer or the responsible administrative employee forwards approved 
Personal Service Citations to the Citation Processing Center. Whenever an error or omission is 
noted, the Citation Processing Center will return the citation to the Court Liaison Officer or 
responsible administrative employee, who will either complete the Correction form or return the 
citation to the citing officer for correction. 

Whenever an officer: 


Fails to include pertinent information on a Personal Service Citation, or when any information is 
incorrect, and determines that a correction to a Personal Service Citation is necessary; or, 


Has a Personal Service Citation returned for correction by either his/her supervisor or the Court 
Liaison Officer, the citing officer shall: 


Complete the Correction Form; 
Obtain a DMV printout and attach it to the form; 
Note: This is not required at LAWA/ONT. 


Complete a draft copy of a "Notice of Citation Correction", on current LAWA letterhead, with the 
citizen’s full name and address; 


Forward all documentation to his/her immediate supervisor for review. The supervisor shall then 
forward the documentation to the Court Liaison Officer, directly to the court or the Ontario 
Records Clerk (LAWA/ONT), as appropriate. 


Notification to Citizen 

It is the policy of the LAWA Police that the citizen violator be notified whenever a correction is to 
be made to a Personal Service Citation, and that such notification shall be made within forty- 
eight (48) hours or as soon as possible. Officers shall use prescribed forms provided by LAWA 
Police for such notifications. 


Parking Citations 


10/3.1 Proper Advisement for Parking Citation Issuance 


Before issuing a Parking Violation Notice, officers shall advise violators of the violation and give them 
an opportunity to comply. 
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Advisement 

Verbal 

Examples: 

"Good Morning/Afternoon/Evening, Sir/Miss, there is no parking or waiting at the curb. The white 
curb is for immediate loading and unloading of passengers only. May | ask that you use the 
parking structure across the street or one of the long term parking lots until your party arrives 
with their luggage?" 


"Sir/Miss, this is a passenger loading zone. You cannot wait here. You may park in the parking 
structure across the street." 


Note: If requested, officers may give additional information to citizens of compliance options in 
or around the airport area. Do not tell them to circle the airport. 


Non-Verbal 

Examples: 

Demonstrative hand signals and confirmed eye contact. 

Motioning the driver to move off the curb or continue to move in the traffic lane. 


Note: A whistle may be used to assist in non-verbal communication while performing traffic 
functions. 


Appropriate Number of Advisements 


A white curb violation requires at least two separate advisements when the driver complies with 
the first advisement. Of the two separate advisements, one advisement must be verbal. The 
verbal advisement must originate from the officer writing the citation. 


Note: If the violator drives around a third time and waits at the white curb without immediately 
loading or unloading a passenger, no further contact is necessary and the officer may 
immediately begin writing the violator a citation. 


A Red Curb violation requires one advisement. This advisement shall be verbal, as described 
above. 


Note: If the violator drives around again and waits or tries to load at the red curb a second time, 
no further advisement is necessary and the officer may immediately begin writing the violator a 
citation. 


If a driver is advised pursuant to the protocols provided above and refuses to move, no more 
advisements or contact with the driver are necessary. 


Note: The mere act of the driver refusing to abide by advisements is sufficient grounds to issue 
a Citation. This is applicable for all violations. 
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The number of advisements and type should be included in the notes' section of the citation. 
(i.e. - For White Curb: ADV 2/1 V - advised twice, once verbal) 


"Cumulative" Citations 


If a driver complies with verbal and/or non-verbal instructions and continues to drive around, 
without stopping at the curb until their passenger arrives for immediate loading, the driver shall 
not be issued an immediate citation based on the fact they drove around numerous times. 


Blocking or Surrounding a Vehicle While Issuing a Citation 


While issuing a parking citation, officers shall not attempt to stop a vehicle from driving away by 
standing directly in front of the vehicle, nor will officers attempt to surround a vehicle to prevent 
the vehicle from leaving the area. Not only is this practice an officer safety issue, but also can 
be construed as a detention. 


Detentions only occur whenever a criminal act (misdemeanor or felony) is committed in an 
officer's presence and the person is detained for investigation. Criminal acts do not include 
parking violations, which are considered infractions. Detaining a driver to issue a parking citation 
can result in a federal criminal complaint for violation of the driver's civil rights against the 
officer(s) involved. 


Driver Returns During Citation Issuance 

If the vehicle operator arrives at the scene during the issuance of a citation, the citing officer 
shall advise the operator that the vehicle is being cited for (whatever the violation is) and 
request that the operator wait until the citation has been completed. 

Example: 


"Sir/Ma'am, | am issuing a parking citation to this vehicle for violation of (state what the violation 
is). Please wait until | have completed the citation. 


If the operator complies with the officer's request to wait, the officer shall complete the citation 
and attach it to the vehicle, or if the operator prefers, hand it to him/her. 


If the operator refuses to wait, the officer shall make no attempt to stall or stop the vehicle 
operator from leaving the location. The citing officer shall advise the operator that a copy of the 
citation will be mailed to the registered owner of the vehicle. 

Example: 

"Sir/Ma'am, a copy of this citation will be mailed to the registered owner of this vehicle." 

If the officer has advised the vehicle operator as previously stated, and the operator chooses 
not to wait, the officer shall record in the "Note" section of the citation "Driver advised, drove 
away." The citation shall be processed as outlined in Section 10/3.2. 

If the citing officer has recorded on the citation the vehicle license number and state, the citation 
shall be completed and processed as a Drive-Away citation. 
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If the citing officer is unable to complete the vehicle license number and state prior to the vehicle 
driving away, the citing officer shall cancel the citation as outlined in Section 10/1.2.B. 


Parking Citation Issuance 
Prior to issuing a parking citation to any vehicle, officers shall: 


Check the vehicle for LAWA issued parking permits, or any other type of legal immunity from 
citation (i.e. - handicap placards, etc); and, 


Check the vehicle for any parking citation previously issued to the same vehicle at the same 
location. 


Officers shall not issue another parking citation for the same violation to a vehicle that is 
displaying a recently written parking citation and is still at the same location. Rather than issue a 
second citation, the officer should impound the vehicle if the authority exists to do so. 

A second citation may be issued to the same vehicle if an additional violation exists under 
Section 5200 CVC (Display of License Plates) or Section 5204 CVC (Display of Tabs). The 
issuing officer shall include, in the parking citation "Notes" section, " C - also (enter the first 
citation number)." 


If neither of the above conditions exist, a parking citation may be issued. 


To avoid delays in processing, the following procedures shall be followed as closely as possible 
when issuing the citation: 


Parking violations shall be entered on the Los Angeles City (LAWA/LAX and LAWA/VNY), Los 
Angeles County (LAWA/PMD), or Ontario (LAWA/ONT) Parking Violation Forms only. 


One violation shall be cited on each parking citation. Multiple violations cannot be data entered 
from the form. 


Citations cannot be processed without the entire citation number. If the citation is forwarded with 
part or all of the number missing, it will be returned for correction. 


Extra caution shall be exercised when tearing citations out of the citation books. 
The last four numbers of the VIN are required: 


On a parking violation, except when the citation is issued to a vehicle located in an area that has 
moving traffic on Airport property; or, 


When the vehicle is being impounded. 
When issuing White Curb citations, officers shall: 
Enter an observation time in the "Notes" section of the Parking Citation; and, 


Note an identifying mark or sticker that is on the vehicle on the back of their copy of the citation 
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for future reference. 


6. Officers shall not strikeover any mistakes made on a Parking Citation. The citation shall be 
cancelled as outlined in Section 10/1.2 and a new citation shall be reissued. 


C. Supervisory Review of Parking Citations 
Supervisors shall review all Parking Citations for completeness prior to forwarding the citations 
to the assigned administrative employee or the Ontario Records Clerk, as appropriate. If a 
strikeover is found on a Parking Citation, the issuing employee shall be directed to cancel the 
citation and reissue a new citation if appropriate. 

D. EOW Procedures 


All completed Parking Citations shall be turned in, along with a DFAR, at EOW (refer to Section 
5/7.3-End of Watch Procedures). 


10/3.3 Drive Away Citation Processing 

All employees processing drive-away citations will be required to turn in an Employee's Report (APB 
Form 073), along with the citation to be mailed. The Employee Report shall contain a request for drive 
away citation processing and describe the circumstances creating such request. Drive away citation 
processing requests and Employee Reports shall be submitted to the Commanding Officer, Traffic 
Services Section for review. 


LAWA/LAX Traffic Services supervisors have the responsibility of auditing all drive away citation 
processing requests for legality, completeness and accuracy prior to submission for review. 


LAWA/ONT shall designate a supervisor for this procedure. 

LAWA/VNY and LAWA/PMD supervisors shall perform this function. 

10/3.4 Approved Violation Sections for Parking Citations Issued in Central Terminal Area 
A. Violation Sections Printed on Parking Citation 

LAWA/LAX 

1. California Vehicle Code (CVC) Sections 

a. Prohibited Stopping, Standing, or Parking 

° 22500(b) CVC is for citing vehicles parked in marked crosswalks. 


° 22500(h) is for citing vehicles that are double-parked (Parking a vehicle to the right of another 
vehicle on the lower level or in the traffic lanes on the upper level). 


Section 22500 of the California Vehicle Code states, in part: 
22500. No person shall stop, park, or leave standing any vehicle whether attended or 


unattended, except when necessary to avoid conflict with other traffic or in compliance with the 


Manual of the Los Angeles World Airports Police 


CHAPTER X -— Traffic 


directions of a peace officer or official traffic control device, in any of the following places: 


On a crosswalk, except that a bus engaged as a common carrier or a taxicab may stop in an 
unmarked crosswalk to load or unload passengers when authorized by the legislative body of 
any city pursuant to an ordinance. 


On the roadway side of any vehicle stopped, parked, or standing at the curb or edge of a 
highway, except for a school bus when stopped to load or unload pupils in a business or 
residence district where the speed limit is 25 miles per hour or less. 

Curb Parking 


22502(a) CVC is for citing vehicle that have one or both wheels over eighteen inches from the 
curb 


Note - This section is not to be used on the upper level curb. 

Section 22502(a) of the California Vehicle Code states: 

22502. (a) Except as otherwise provided in this chapter every vehicle stopped or parked upon a 
roadway where there are adjacent curbs shall be stopped or parked with the right-hand wheels 
of such vehicle parallel with and within 18 inches of the right-hand curb, except that motorcycles 
shall be parked with at least one wheel or fender touching the right-hand curb. Where no curbs 
or barriers bound any roadway, right-hand parallel parking is required unless otherwise 
indicated. 

Parking in Spaces for the Disabled 


22507.8(b) CVC is for citing vehicles that are blocking a disable person’s parking stall. This 
includes all vehicles parked to the side of the stall in areas painted as part of the stall. 


Section 22507.8(b) of the California Vehicle Code states, in part: 

22507.8. (a) It is unlawful for any person to park or leave standing any vehicle in a stall or space 
designated for disabled persons and disabled veterans pursuant to Section 22511.7 or 22511.8, 
unless the vehicle displays either a special identification license plate issued pursuant to 
Section 5007 or a distinguishing placard issued pursuant to Section 22511.55 or 22511.59. 


It is unlawful for any person to obstruct, block, or otherwise bar access to those parking stalls or 
spaces except as provided in subdivision (a). 


Subdivisions (a), (b), and (c) apply to all off-street parking facilities owned or operated by the 
state, and to all off-street parking facilities owned or operated by a local authority. Subdivisions 
(a), (6), and (c) also apply to any privately owned and maintained off-street parking facility. 

Los Angeles Municipal Code (LAMC) Sections 

Stopping at Red Curb 

LAMC 89.36 is used for citing privately owned or commercial vehicles that park at a stand that is 


not their own, which is painted red. 
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Section 89.36 of the Los Angeles Municipal Code states: 
89.36 No person shall stop any vehicle at any time adjacent to a curb marked in red. 

b. Parking at White Curb 
LAMC 89.39 is used for citing any vehicle parked at the white curb. 
Section 89.39 of the Los Angeles Municipal Code states: 
89.39 No person shall park any vehicle other than a private passenger automobile adjacent to 
any white curb and shall not park such vehicle for any greater period of time than is actually 
necessary for the loading or unloading of passenger or personal baggage, and in no event for a 
longer period than 3 minutes. This section shall not apply to buses. 


C: Parking Prohibited or Limited 


LAMC 89.39.1c is used for citing the time limits in the meter parking lots only when the meter is 
not working. 


Section 89.39.1c of the Los Angeles Municipal Code states: 
89.39.1c Parking Time Limits. Whenever authorized signs are in place giving notice thereof, it 
shall be unlawful for any person to stop or stand or park any vehicle for a period of time in 
excess of the parking time limit indicated by such sign. 

d. Parking in parking area 
LAMC 89.40 is used for citing vehicle parked outside the lines of a parking stall in a parking lot. 
Note: Enforcement of this section may be suspended during holiday periods. 


Section 89.40a of the Los Angeles Municipal Code states: 


89.40a No person shall park any vehicle in any public parking area except between the painted 
lines indicating where such vehicle shall be parked. 


3. Los Angeles Administrative Code (LAAC) Section - Bus Zone 
LAAC 23.29c is for citing vehicles parked in a bus zone between the 301 and 410 parking lots. 
Section 23.29c of the Los Angeles Administrative Code states: 


23.29c No person shall park any vehicle upon any part of the Airport designated as “Restricted 
Parking Area” or “Private Parking area” unless authorized to do so. 


LAWA/ONT - City of Ontario Municipal Codes (OMC) Sections 


1. Sec. 4-6.1003. Obedience to prohibited and restricted parking signs and markings. 
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OMC 4-6.1003 is for citing vehicles in violation of parking signs and markings. 
Section 4-6.1003 of the Ontario Municipal Code states: 


When curb markings or signs prohibiting or restricting parking are in place, no operator of any 
vehicle shall stop, stand, or park such vehicle adjacent to any such legible curb marking or sign 
in violation of any of the provisions of this chapter. 


Sec. 4-6.1010. Restricted on private property. 
OMC 4-6.1010 is for citing vehicles parked without permission on private property. 
Section 4-6.1010 of the Ontario Municipal Code states: 


It shall be unlawful for any person to park, or cause to be parked, any vehicle upon any privately 
owned property, parking lot, or driveway without the consent of the owner, lessee, tenant, or 
other person entitled to possession of such premises. 


Sec. 4-6.1701. Restrictions and enforcement. 
OMC 4-6.1701 gives the authority for citing at LAWA/ONT. 
Section 4-6.1701 of the Ontario Municipal Code states: 


No person shall park a vehicle at any location within the Ontario International Airport in any 
restricted parking zone for a time longer than stipulated by the display of appropriate signs 
and/or curb markings. Violators shall be subject to a fine, and, when parked for a period of five 
(5) times longer than the stipulated time, vehicles may be towed away, and the operator or 
owners of such vehicles shall pay all towing and storage fees. 


No person shall park a vehicle at any location within the Ontario International Airport in any 
zone where the display of appropriate signs and/or curb markings indicate that parking at such a 
location is not permitted. Violators shall be subject to a fine, and offending vehicles may be 
towed away, and the owners or operators of such vehicles shall pay all towing and storage fees. 


No person shall park a vehicle in any parking lot within the Ontario International Airport where 
public parking is prohibited and the public is so informed by the placement of appropriate signs. 
Violators shall be subject to a fine, and vehicles in violation shall be towed away, and the 
owners or operators of such vehicles shall pay all towing and storage fees. 


The Police Department of the City and the safety officers of the Ontario International Airport 
shall be responsible for the enforcement of the provisions of this article and shall issue citations 
and effect the removal of vehicles in violation. 


LAWA/PMD - Los Angeles County Codes (LACC) 


1. 


LACC Section 15.64.110 - Parking in POSTED Bus Loading Zone 
This section is for citing vehicles parked in a posted Bus Loading Zone. 


LACC Section 15.64.110 states: 
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An operator shall not park or stop any vehicle except a bus in any place marked by the 
commissioner as a bus loading zone as provided in this section. No bus shall stop in any such 
bus loading zone longer than necessary to load or unload passengers, except at a terminus. 
Such bus loading zones shall be indicated by appropriate signs or curb markings, or both. The 
commissioner shall place signs or markings or both at such locations where traffic conditions 
are such that he deems it necessary to establish such bus loading zone. Unless otherwise 
specified by the board, such loading zone shall not exceed 80 feet in length. 

Section 15.64.120 - Parking in Passenger Loading Zone 

This section is for citing vehicles parked in a passenger loading zone. 

Section 15.64.120 states: 

An operator shall not park or stop for any purpose other than a stop of not to exceed three 
minutes to load or unload passengers at any time in any of the following places when there shall 
be in place appropriate markings or signs so placed by authority of the commissioner in 
accordance with Division 1 of this Title 15: 

For a distance of 30 feet along any curb at the main entrance to any hotel; 


At any curb in front of any portion of the main entrance and outside vestibule of any theater 
during any time such theater is open for public performance; 


In any passenger loading zone so marked by the commissioner. 

The commissioner may place curb paint markings at the places specified by subsections 1 and 
2 of this section and shall place such markings at those other locations at which the board finds 
that traffic conditions are such as to make passenger loading zones feasible. 

Section 15.64.250 - Double Parking 

Section 15.64.250 is for citing vehicles that are double parked. 

Section 15.64.250 states: 


A person shall not park any vehicle on the roadway side of a vehicle which is stopped, parked or 
standing on a private street at the curb or edge of the roadway. 


For the purpose of this section “roadway” is defined as that portion of the street which is 
improved. 


Section 15.64.260 - No Parking Anytime Posted or Red Curb 

Section 15.64.260 is for citing vehicles parked in violation of posted signs or red curbs. 

Section 15.64.260 states: 

Whenever the board finds that the parking of vehicles at all or certain hours of the day upon any 


portion of a highway or of a private street which is open to the public constitutes a traffic hazard 
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or impedes the free flow of traffic, or both, the commissioner shall erect signs stating that on 
such portion of such highway or such private street parking is prohibited at all or certain hours of 
the day. 

Note: LAWA/PMD uses LASD citation books that contain no preprinted violations. 

California Vehicle Code (CVC) Sections 

Prohibited Stopping, Standing, or Parking 

CVC 22500(f) is for citing vehicles parked on a sidewalk. 


22500.1 is for citing vehicles that are double-parked (Parking a vehicle to the right of another 
vehicle on the lower level or in the traffic lanes on the upper level). 


The following sections can be hand written on the “other violation” line of the Parking Citation: 
California Vehicle Code Sections - Enforced at all airports 
Parking in Spaces for the Disabled. 


CVC 22507.8(a) is for citing a vehicle that is parked in a disable person’s parking space without 
a disable person placard visible. 


Section 22507.8(a) of the California Vehicle Code states: 

22507.8. (a) It is unlawful for any person to park or leave standing any vehicle in a stall or space 
designated for disabled persons and disabled veterans pursuant to Section 22511.7 or 22511.8, 
unless the vehicle displays either a special identification license plate issued pursuant to 
Section 5007 or a distinguishing placard issued pursuant to Section 22511.55 or 22511.59. 

Fire Hydrants 

CVC 22514 is for citing vehicle parked within fifteen feet of a fire hydrant. 

Section 22514 of the California Vehicle Code states: 


22514. No person shall stop, park, or leave standing any vehicle within 15 feet of a fire hydrant 
except as follows: 


If the vehicle is attended by a licensed driver who is seated in the front seat and who can 
immediately move such vehicle in case of necessity. 


If the local authority adopts an ordinance or resolution reducing that distance. If the distance is 
less than 10 feet total length when measured along the curb or edge of the street, the distance 
shall be indicated by signs or markings. 


If the vehicle is owned or operated by a fire department and is clearly marked as a fire 
department vehicle. 


Display of License Plates 
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CVC 5200 is for citing vehicles (i.e. - cars, pick ups, trucks and buses) that have only one 
license plate. 


Note: Some large trucks are only issued one license plate (i.e. - truck tractors or semi-trailers). 
Section 5200 of the California Vehicle Code states: 


5200. When two license plates are issued by the department for a vehicle, they shall be 
attached to the vehicle for which they were issued, one in the front and the other in the rear. 
When one license plate is issued for use upon a vehicle, it shall be attached to the rear thereof. 


Registration Tabs 


CVC 5204 is for citing vehicles that do not display the current registration tab. This violation is 
for non-display and not for current registration. It is a violation to have a vehicle registered and 
not display the tab (You do not have to run the vehicle for current registration). 


Section 5204 of the California Vehicle Code states: 


5204. (a) Except as provided by subdivisions (b) and (c), a tab shall indicate the year of 
expiration and a tab shall indicate the month of expiration. Current month and year tabs shall be 
attached to the rear license plate assigned to the vehicle for the last preceding registration year 
in which license plates were issued, and, when so attached, the license plate with the tabs shall, 
for the purposes of this code, be deemed to be the license plate, except that truck tractors, and 
commercial motor vehicles having a declared gross vehicle weight of 10,001 pounds or more, 
shall display the current month and year tabs upon the front license plate assigned to the truck 
tractor or commercial motor vehicle. Vehicles that fail to display current month and year tabs or 
display expired tabs are in violation of this section. 


The requirement of subdivision (a) that the tabs indicate the year and the month of expiration 
does not apply to fleet vehicles subject to Article 9.5 (commencing with Section 5300) or 
vehicles defined in Section 468. 

Subdivision (a) does not apply when proper application for registration has been made pursuant 
to Section 4602 and the new indicia of current registration have not been received from the 
department. 

This section is enforceable against any motor vehicle that is driven, moved, or left standing 
upon a highway, or in an off-street public parking facility, in the same manner as provided in 
subdivision (a) of Section 4000. 


Los Angeles Municipal Code Section — Parking Restricted to for Hire Vehicle (LAWA/LAX 
Specific) 


LAMC 89.46 is for citing non-taxi’s vehicle that park in the taxi zone. 
Section 89.35.5b of the Los Angeles Municipal Code states: 
89.46 No person shall park any vehicle other than a for hire vehicle in any place set aside for 


the parking of for hire vehicle. 
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10/3.5 Information Concerning Disable Person Placards 


A. 


Disabled Parking: Authorized Parking Zones — CVC 22511.5.(a)(1) 


Any vehicle displaying a disable person placard, license plate or disable veteran plate can park 
at any meter without depositing any coins, or may park in any time zone longer than the posted 
limit. 


Section 22511.5.(a)(1) of the California Vehicle Code states: 


22511.5. (a) (1) Any disabled person or disabled veteran displaying special identification license 
plates issued under Section 5007 or a distinguishing placard issued under Section 22511.55 or 
22511.59 shall be allowed to park for unlimited periods in any of the following zones: 


In any restricted zone described in paragraph (5) of subdivision (a) of Section 21458 or on 
streets upon which preferential parking privileges and height limits have been given pursuant to 
Section 22507. 


In any parking zone that is restricted as to the length of time parking is permitted as indicated by 
a sign erected pursuant to a local ordinance. 


Any disabled person or disabled veteran shall be allowed to park in any metered parking space 
without being required to pay any parking meter fees. 


This subdivision does not apply to any zone for which state law or ordinance absolutely prohibits 
stopping, parking, or standing of all vehicles, or which the law or ordinance reserves for special 
types of vehicles, or to the parking of any vehicle that is involved in the operation of a street 
vending business. 


Any disabled person or disabled veteran shall be allowed to park a vehicle displaying a special 
identification disabled person license plate or placard issued by a foreign jurisdiction with the 
same parking privileges authorized in this code for any vehicle displaying a special identification 
license plate or a distinguishing placard issued by the Department of Motor Vehicles. 


Note: Refer to Section 10/4.4 for more information concerning Disabled Person Parking 
Enforcement. 


Parking 

Parking Enforcement 

Vehicles with Mechanical Problems 

Vehicles, which are inoperative and suffering mechanical breakdowns parked in LAWA parking 
lots, are not exempt from citations. The mere fact that a vehicle is inoperative is not a 


justification for the operator of the vehicle not to pay the required fees. 


Officers shall use their best judgment whether these types of vehicles will be cited or not. If an 
officer decides to cite the vehicle the citation shall not be canceled. 
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Should the violator wish to, he may challenge the citation in the proper judicial channels, and 
the courts will make the final determination. 
Overnight Camping (LAWA/LAX and LAWA/VNY) 


The correct section to cite for overnight campers is Section 85.02 of the Los Angeles Municipal 
Code (LAMC). 


Section 85.02. Use of Streets and Public Lots for Habitation: No person shall use a vehicle 
parked or standing upon any City street under the control of the City of Los Angeles or under 
control of the Los Angeles County Department of Beaches and Harbors, as living quarters, 
either overnight, day-by day, or otherwise. (Title and Section Amended by Ord. No. 158.219, 
Eff. 9/19/83). 

Red Zones 

The parking regulations governing red zones on Airport property shall be enforced. 


Illegal Parking in Structures (LAWA/LAX Specific) 


During Holiday Periods TCU officers shall not cite illegally parked vehicles in the cross-hatched area 
within the parking structures without coordinating with the Landside Operations Parking Coordinators. 


A. 


10/4.3 


Problems relating to this practice shall be directed to the parking lot operator and/or Landside 
Operations prior to issuance of citations or the impounding of vehicles. 


Problems resulting from this procedure should be forwarded through the chain of command to 
the Section Commanding Officer. Rather than taking unilateral action, officers shall respond to 
requests for service initiated by these agencies only. 

Disabled Person Parking Enforcement 

General 

Parking 

Any disabled person displaying a special identification license plate issued under CVC Section 
5007 or a placard issued under CVC Section 22511.5 shall be allowed to park for unlimited time 


periods in any of the following zones: 


Parking zones restricted as to the length of time parking is permitted, and indicated by a sign 
erected pursuant to a local ordinance. 


Parking areas designated for disabled persons. 
Disabled Veteran/Disabled Person License Plates 


The following license plate series are issued to disabled veteran/disabled persons: Disabled 
Veteran 


Automobiles - DV00001 through DV99499 
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Motorcycles - DV99500 through DV99999 

Disabled Person 

Automobiles - DP00001 through DP99499 

Motorcycles - DP99500 through DP99999 

The International Symbol of Access adopted pursuant to Section 3 of Public Law 100-641, 
commonly known as the wheelchair symbol shall be depicted on each newer disabled Veteran/ 


Disabled Person license plate issued by the Department of Motor Vehicles. 


Personalized license plates issued to disabled veteran/ disabled persons shall have a metal tag 
(DV) affixed to the right of the month sticker. 


Officers should be aware that out-of-state license plates issued to disabled persons also display 
the International Disabled Person Symbol (white wheelchair on a blue background). 


Placards 

In addition to or in lieu of license plates, the State may issue special placards to designate that a 
vehicle belongs to or is used by a disabled person or a disabled veteran. These placards are 
issued to the person, not the vehicle, and may be used on any vehicle the disabled person is 
operating or a passenger in. The placard is to be suspended from the rear view mirror or, if 
there is no rear view mirror, displayed on the dashboard of the vehicle. 


Note - A non-disabled person may be parking the vehicle for the purpose of picking up or 
dropping off the disabled person. 


There are two types of placards, permanent and temporary. Both placards are made of plastic 
and are approximately the same dimensions as license plates. 


The permanent placard expires every two years in June. 

The temporary placard states "Temporary Parking Placard" and includes an expiration date. 
Parking Restrictions for Handicapped Vehicles 

Handicapped privileges do not apply to any zone for which state law or ordinance absolutely 
prohibits stopping, parking, or standing of all vehicles, or which the law or ordinance reserves 
for special types of vehicles, such as: 

Red Zone 

Passenger Loading Zone (White Curb) 

Note - Disabled veteran/disabled person license plates or placards do not allow parking 
privileges at the white curb-loading zone. However, officers are expected to use discretion in 


making reasonable accommodations for the special needs of the disabled. Enforcement should 
only be considered when an accommodation couldn't be made due to hazardous conditions. 
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Commercial Loading Zone (Yellow Curb) 

Commercial Short Time Limit Zone (Green Zone) 

Fire Hydrant Zone 

A complainant is needed when enforcing handicapped parking on private property. 
Transportation of Handicapped Drivers to LAWA Police Facility for Recovery of Towed Vehicles 


Whenever a LAWA Police employee is contacted by a disabled person whose vehicle was 
impounded, the LAWA Police employee shall: 


Ask the location of the handicapped person; 


If at LAWA/LAX, inform the person that LAWA operates a free Shuttle Van service for persons 
confined to wheelchairs from 0500 to 0300 hrs. and ask the person if he/she wishes the van 
contacted; 


If necessary, a patrol unit shall be dispatched to transport the person to the LAWA Police 
Facility. Officers shall follow procedures outlined in Section 12/2.1, Subsection B (Transporting 
Unscheduled Non- Departmental Persons). 


10/4.4 Central Terminal Area (CTA) Curb Enforcement - LAWA/LAX 


The CTA permits privately owned vehicles access to the curb for immediate loading and unloading of 
passengers only. However, to ensure compliance with new Federal mandates, unattended vehicles 
parked on the curb without proper permits are subject to search and impound. 


Whenever an officer observes an unattended vehicle on the curb, the officer shall: 


A. 


B. 


Attempt to contact/locate the driver of the vehicle in the immediate vicinity; 


If the driver cannot be located, the officer shall attempt to visually clear the vehicle by inspecting 
all large compartments through the windows. If the officer determines that the vehicle contains 
no suspicious articles, the officer shall begin impound procedures, including citing the vehicle. 


The officer impounding the vehicle shall indicate in bold print on the top of the Impound Vehicle 
Report “CTA CURB.” 


When the driver comes to the station to claim the vehicle, in addition to the current impound 
procedures, desk officers shall run the person claiming the vehicle for wants and warrants. 


If the vehicle cannot be visually cleared due to size or inability to see into the large 
compartments of the vehicle (i.e., the truck is closed or the bed of a truck is covered), and the 
driver has not returned, the TCU officer shall notify Communications that there is an 
“Unattended Vehicle at the white curb,” and give the exact location of the vehicle (i.e., “500 
World Way, pillar 3, near the taxi stand.”). 


When an impound is requested by a TCU Officer, Communications shall assign LAWA Police 
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Officer to respond to the location. 


If the LAWA Police officer cannot clear the vehicle, a sworn supervisor and an Explosives 
Detection Canine Team shall be assigned to respond to the location. 


Note: If the LAWA Police Explosives Detection Canine Team is unavailable to respond, the law 
enforcement agency with jurisdictional responsibility shall be contacted for their Canine Unit to 
respond. 


Unattended item procedures shall be followed, including setting up a 50 foot perimeter in order 
to allow enough room for the Explosives Detection Canine Team to work. 


Upon arrival, the Explosives Detection Canine Team shall conduct an unattended item 
investigation of the vehicle. Based on the animal’s behavior, a decision shall be made to either 
clear the vehicle and impound it or upgrade the vehicle to a suspicious article. 


If the vehicle is cleared and the driver of the vehicle returns before it is impounded, the LAWA 
Police Officer on scene shall: 


Run the driver for wants and warrants; 

Complete a Field Interview Card on the driver; 

Complete an Employee’s Report outlining the circumstances of the incident, including: 
The reason the driver left the vehicle unattended; 


Accurate contact information for the driver for any follow-up investigation that may be required 
at a future date; 


An accounting of all of the resources utilized to handle the investigation; 
The original time of observation of the unattended vehicle; and, 
The arrival time of the driver back to the vehicle. 


LAWA Police Records Section shall process the report and send a copy to the Vulnerability 
Assessment and Analysis Unit for forwarding to the Federal Aviation Administration. 


If the vehicle is upgraded to suspicious, the Explosive Detection Unit of the law enforcement 
agency with jurisdictional responsibility shall be requested to respond. 


Permit Parking 

Central Terminal Area (CTA) Parking Permit Issuance (LAWA/LAX and LAWA/ONT) 
Policy 

Permits allowing parking in the Central Terminal Area, either at the white curb or in vendor 


parking lots shall be issued by the LAWA Police based on necessity. Such parking permits are 
subject to the terms and conditions specified on the permit and below, including location and 


Manual of the Los Angeles World Airports Police 


CHAPTER X -— Traffic 


time restrictions, if any, and expiration date. The driver shall remain with the vehicle while 
waiting for passengers, baggage, air freight, or air cargo at the white curb. Failure to comply 
with these conditions, or violation of any other law, rule or regulation will subject the permittee to 
enforcement action, including citation issuance, immediate impound, confiscation and/or 
revocation of the permit. The Chief of Airport Police, or his designee, shall issue all parking 
permits, and may revoke parking privileges at any time. 


Procedures 


The LAWA Police issue two types of parking permits. The procedures for obtaining each permit 
type are listed below: 


Short Term (Daily) 


Short term parking permits may be issued for white curbed areas or short term parking lots by 
the Patrol Services Section Watch Commander, Dignitary Protection Unit (DPU) or the Traffic 
Services Section (TSS) Administration Unit. Short term permits shall normally offer parking 

privileges for periods of less than 24 hours, but may be issued for periods of up to one month. 


Long Term (Annual) 


Long term permits are annual permits allowing parking privileges in the CTA vendor lots for a 
period up to one year. They shall be approved by the TSS Commanding Officer or designee. 
Persons or agencies requesting such permits shall submit an official application on official 
letterhead, to the TSS Commanding Officer or designee detailing the need for parking 
privileges. The TSS Administrative Unit shall be responsible for setting guidelines to determine 
the proper justifications for issuing permits. 


Processing Applications 

Upon receiving the completed application, the TSS Administrative Unit shall ascertain how 
many permits are being requested and the justification for the permits. The request is then 
forwarded to the TSS Commanding Officer or designee for approval. 


If the request is denied, the TSS Administrative Unit shall send a letter to the requestor 
informing him/her of the denial. 


If approved, an appointment shall be made for the requestor or their designee to obtain the 
permit. 


All information concerning the permit shall be entered in the CTA Parking Permit database by 
the TSS Administrative Unit. 


Representatives from TSS shall meet with the requestor or their designee to review the terms 
and conditions of the program and issue the permit. The requestor or their designee shall be 
required to sign an agreement to abide with all the rules, terms and conditions of the permit prior 
to issuance. 

Parking Permit Usage 


The TSS Administrative Unit will handle all data entry of notifications made by permit holders in 
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the CTA Parking Permit database. 
Parking Permit Verification 


The TSS Administrative Unit shall utilize the CTA Parking Permit database whenever an officer 
requests the status of a parking permit. 


Traffic Control Unit Officers shall note any vehicles displaying a valid CTA parking permit while 
parked curbside. An entry shall be made on their Daily Field Activity Report with the permit 
number, terminal location, license plate, date and time noted. The information will be reviewed 
by TSS Administration Unit for permit usage audits. 


Expired Parking Permits 


All permits shall contain a date of expiration. Permittees shall be notified wnenever an expired 
permit, issued to their agency, is found in the CTA. Vehicles found with an expired permit are 
subject to citation and impound and the expired permit confiscated and returned to TSS. 


Lost/Stolen Parking Permits 


All lost or stolen Parking Permits must be reported to the LAWA Police and a police report filed. 
Failure to report a lost or stolen permit may result in permanent revocation of the permit. 


A copy of the police report is required before a replacement will be issued. All lost or stolen 
Parking Permits shall be entered into the CTA Parking Permit database. TSS reserves the right 
to permanently revoke Parking Permits that are lost. 


Whenever a Parking Permit inquiry shows that the parking permit is lost or stolen, the vehicle 
displaying the lost/stolen shall be impounded and the permit confiscated. 


Exception: Vehicles registered to the United States Secret Service, the Federal Bureau of 
Investigations, or the U.S. State Department shall not be impounded. In these cases, the 
Dignitary Protection Unit shall be contacted immediately. 


Confiscation and Revocation Procedures 
Confiscation of Parking Permit 


Whenever the driver of a vehicle with a parking permit refuses to comply with the terms and 
conditions of the permit or the directions of a LAWA Police officer, the officer shall request a 
supervisor to respond to the location. 


The responding supervisor shall assess the situation and attempt to resolve the problem with 
the driver. If the driver continues to refuse to comply, the supervisor may approve confiscation 
of the parking permit and any appropriate enforcement action, including citation and 
impoundment of the vehicle. 


Note: In incidents involving Consulate drivers, both the supervisor and Watch Commander shall 


weigh the circumstances surrounding the incident with possible diplomatic relations 
ramifications if enforcement action is taken. 
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The officer, with both the supervisor’s and the Watch Commander’s approval, shall confiscate 
the parking permit, and complete an Employee Report outlining the circumstances of the permit 
confiscation. The confiscated permit and Employee’s Report shall be reviewed by the officer’s 
immediate supervisor and then forwarded to the TSS Commanding Officer or designee. 
Revocation 

Upon receiving the confiscated permit and Employees Report, the TSS Commanding Officer or 
his/her designee, shall review the circumstances of the confiscation and, based on the 
seriousness of the violation recommend one of the following actions: 

Temporary suspension of the permit; 

Permanent permit revocation. 


A letter shall be drafted by the TSS Commanding Officer or designee informing the permittee of 
the status of the parking permit. 


Records Retention 


A copy of the letter shall be attached to the Employees Report and confiscated permit. This 
documentation shall be retained by the TSS Administrative Unit or designated unit. 


Courtesy Parking 

News Media Parking at LAWA 

It is the policy of the Los Angeles World Airports to provide courtesy parking for news media 
vehicles while on official business being conducted at any LAWA Airports. This section sets 
forth a policy and enforcement guidelines for courtesy parking of news media vehicles at LAWA. 
LAWA will provide media on assignment at the airport with up to eight (8) hours free parking 
curbside in the CTA provided that appropriate "press" or "media" ID is visible from outside the 
vehicle to enforcement officers and the vehicle is not left unattended. 


No media parking is permitted in front of terminals or elsewhere on airport roads except with 
official approval. 


When the Media Relations Division of the Los Angeles World Airports coordinates parking for 
news media on assignment, those vehicles shall be allotted a maximum of eight (8) hours of 
courtesy parking under the following conditions: 

All vehicles must be parked at a meter in meter parking lots only. 


The media representative must display a photocopy of his/her current valid press credential 
issued by LAPD’s, Sheriff's or other local jurisdictions on the vehicle's dashboard. 


The identification must be clearly visible from the outside of the vehicle. 
The parking of mini-cam vehicle curbside for on the spot coverage may be permitted on a case- 


by-case basis for limited periods provided the vehicle is not left unattended at any time. 
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Overflow Parking 


Officers should use good judgment when encountering this situation. A supervisor shall be 
called to the scene whenever any disagreement develops regarding the enforcement policy. 
The Patrol Services Section Commanding Officer shall be notified if the news media fails to 
comply with the requirements of this policy and will review the incidents for appropriate action. 
In addition, the Media Relations Division shall be notified as soon as possible and copies of all 
related incident reports would be forwarded to their Division for review and appropriate action. 


Probation Officer 


When an ID placard is observed on the dashboard of the vehicle (County or authorized personal 
vehicle) belonging to Deputy Probation Officers, such vehicles shall not be issued a citation. 
These vehicles are authorized to park in the meter lots at no charge while on official business. 


LAWA Employee Parking Lot - LAWA/LAX 
Parking Decals 


Four (4) Divisions at LAWA issue parking decals with instructions to place them on the inside 
left side of the rear window; rear bumper; rear view mirror and on the lower left, inside of 
windshield which requires a time consuming search by the officer. Law enforcement efforts to 
cite illegally parked vehicles in the employee parking lots have been impacted by the lack of 
uniformity in the placement of employee parking decals in various locations of their vehicles. 


As a matter of policy, the Division Heads of Operations, Maintenance and Landside Operations 
were directed to issue parking decals to their personnel with instruction to place them on the 
inside, lower left corner of the windshield. 


Human Resources Division shall be responsible in issuing the parking decals and implementing 
this policy to achieve a uniform, standardized placement of all LAWA employee parking decals. 


Administration West Building Employee Parking 

Access to the parking lot on the west side of the Administration West Building will be permitted 
by presenting the Photo-ID badge to the swipe type readers at the entrances. The badges of 
Administration West Building employees have been encoded to allow access to both the South 
and West employee lots. 


In the event that both lots are full, employees can use their ID badges to access the overflow 
parking employee parking lot adjacent to Terminal 8 along Post Way. 


Visitor Parking 
Visitor parking is available in the West lot only where sixteen (16) spaces have been assigned 
for visitor use only. An intercom has been installed at the entrance so visitors can communicate 


with the Security Officer at the front desk who can then raise the control arm to permit entry. 


LAWA Revenue Permit Parking Lots 
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Revenue parking permits are issued by the calendar month. A particular month's permit is valid 
the last five (5) days of the preceding month and the first five (5) days of the following month. 
Example: A June permit is valid for parking from May 26, through July 5. 
10/6‘ Traffic Enforcement 
10/6.1 Radar Equipment Training and Certification 
A. Usage on the AOA 


Primary use of the radar units will center in the Air Operations Area. There is no certification 
requirement on private property. 


B. Radar Enforcement on Public Streets 
Radar enforcement requires Engineering surveys and Court approval. Public area speed 
violations written by LAWA officers require that probable cause be established by means other 
than radar, i.e. calibrated pacing, etc. If radar is used to corroborate pacing, notes should be 
made on the back of the citation (officer's copy). 

10/6.2 Traffic Collision Reporting Requirements 


It is the policy of the LAWA Police to take traffic collision reports under the following circumstances: 


° Any collision occurring on the Air Operations Area, including vehicle vs. vehicle, vehicle vs. 
aircraft, or property damage only; 


° Collisions with City-Property Involved (CPI) on LAWA property; 


Any collisions on public roads involving injury or death shall be investigated by the law enforcement 
agency with jurisdictional authority as mandated by the California Vehicle Code. 


Exception - LAWA/ONT take traffic collision reports involving DUI, Misdemeanor Hit and Run, and 
Minor Injuries. 


All traffic Collision Reports shall conform to Department of Motor Vehicles (DMV) reporting 
requirements. 


A. Procedures 


Whenever LAWA Police are dispatched to or encounter a traffic collision, officers shall: 


1. Determine if any injuries occurred, the severity of the injuries, and if paramedics have been 
notified. 

a. If needed, render first aid until the arrival of paramedics. 

b. Take action to protect the traffic collision scene; 

c Gather information on any parties being transported to a hospital. 
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If the accident occurred on a city street within the City of Los Angeles, and if one or more factors 
outlined in Subsection C are present, request Communications to notify LAPD and remain at the 
scene until released by LAPD. 


If the accident occurred on a city street determined to be outside the jurisdiction of the City of 
Los Angeles, the local law enforcement agency having jurisdiction shall be notified. 


If the accident occurred on the Air Operations Area, whether or not injuries are present, officers 
shall complete a Traffic Collision Report. 


If no injuries are present: 


And both vehicles are operational, have the involved parties move their vehicle from the 
roadway so traffic is not impacted. 


And any of the involved vehicles are disabled, officers are to follow procedures outlined in 
Section 10/10.2 of the Manual (Public Assistance). 


Refer to Section 12/6.2 for reporting requirements for traffic collisions involving a City vehicle 
driven by a member of the LAWA Police. 


D.U.I. Involved Driver(s) - LAWA/LAX and LAWA/VNY 


If any of the drivers involved in the collision shows signs of being under the influence of alcohol 
or drugs, officers shall: 


Hold the individual(s) for the arrival of LAPD if the accident occurred within LAPD’s jurisdiction; 


Hold the individual(s) for the law enforcement agency having jurisdiction if the collision occurred 
outside LAPD's jurisdiction. 


If the individual is booked for driving under the influence, the officers shall follow the arrest 
procedures as outlined in Section 10/12. 


LAPD Notification 


If the traffic collision occurred within LAPD’s jurisdiction, inform the involved party (ies) the traffic 
collision is within LAPD’s jurisdiction. 


Request Communication notify LAPD to respond if one or more of the following factors are 
present: 


Death 
Injury 
Hit and Run 


City Property Involved (CPI) (LAWA property is not considered CPI by LAPD) 
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Driving Under the Influence 
Traffic Felony 


Note — LAPD shall only be contacted if the above factors are present (LAWA/LAX and 
LAWA/VNY). 


LAWA/ONT shall notify Ontario Police Department. LAWA/PMD shall notify the Los Angeles 
Sheriffs Department 


Advisement to Involved Parties 

Depending on the type of traffic collision, inform the involved parties of legal requirements 
pertaining to accidents under the California Vehicle Code. Except for the circumstances 
previously listed, officers shall clear the call upon completion of any notifications to be made, 
and resume normal patrol activity. 

Training 

Training Unit shall coordinate training for all sworn personnel in the use of California Highway 
Patrol Collision Report forms, in compliance with Training Bulletin #20-02 - Traffic Accident 
Reporting Requirements. 

Driver's License 

Unlicensed Driver 

In the event that an Officer discovers an unlicensed driver, the operator shall be cited for the 
observed violation in addition to the unlicensed driver violation. Further, the vehicle shall 
impounded for 30 days. 

License Not in Possession 

A driver found to have a valid driver's license per DMV check, but not in possession of the 
license at the time of the inspection, shall be cited for this violation in addition to the observed 
violation causing the inspection. 


Expired License 


Driver shall be cited for observed violation in accordance with established procedure and 
notifications shall be made in accordance with this Section. 


Do not confiscate the license. 
List the license number in the "violation/note" section only. 
Do not enter the number in the State Driver's License Section. 


Cite the individual for CVC Section 12500(a), a misdemeanor, which will cause the violator to 
explain the expiration to the magistrate. 
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Suspended or Revoked Driver's License 

The driver shall be cited for observed violation and the vehicle shall be impounded for 30 days. 
Exception - If the license was suspended under the authority of Section 11350.6 of the Welfare 
and Institution Code, the vehicle shall not be impounded pursuant to Section 14602.6 of the 
California Vehicle Code. 

However, the vehicle may be impounded for other violations. 

Procedures 


Officers 


When an Officer becomes aware that an individual is in the possession of a suspended or 
revoked driver’s license, the Officer shall: 


Confiscate the driver's license pursuant to California Vehicle Code Section 4460. 

Advise the individual for the reason for the confiscation of the license. 

Complete a Verbal Notice by Peace Officer. (DMV or Court Employee, DMV Form DL 310). 
Attach the completed Form DL 310, DMV driver’s history printout and citation (if any), to the 
confiscated driver's license and ensure all forms are forwarded to the Traffic Analytical Unit at 
End of Watch. 

Assigned Administrative Employee 

When the assigned administrative employee receives a package, the Unit shall: 

Enter the receipt and disposition of the license and form in the appropriate file log. 

Review the documentation for completeness and accuracy. 

Forward the license with the completed DL 310 to the Department of Motor Vehicle. 

Note: The assigned LAWA/ONT Records Clerk will follow the procedures as outlined above. 
LASD will process all documentation for LAWA/PMD. 

Supervisors 

In the event that these guidelines do not relate to the circumstances at hand, Officers shall 
request a Supervisor to respond to the location for guidance. Supervisors shall use their best 
judgment in the course of action to pursue based upon available information. 


Incompetent Drivers 


When an officer has reason to believe that a licensed driver is not a competent driver, he shall: 
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1. Complete a Notice of Priority Re-Examination of Driver, DMV Form DS 427. Each officer 
completing the form shall: 


a. Record all observations, which substantiate to the officer's opinion that the driver needs to be 
re-examined for driving ability. 


b. List in the summary portion any statements made by the driver regarding his/her own physical 
condition or defects. 


2; Request the driver sign the form, and issue the yellow copy to the driver. 


3. A photocopy of the Personal Service Citation, if one is issued, shall be attached to the pink copy 
of the Notice of Priority Re-Examination of Driver and forwarded to DMV. 


4. A photocopy of the Personal Service Citation, if one is issued, along with the white copy of the 

Notice of Priority Re-Examination of Driver, in addition to any other related report (i.e. - Traffic 
Accident Report, Arrest Report) shall be attached to an Employee's Report, which shall outline 
the circumstances of the stop, and issuance of the Personal Service Citation and Notice of 
Priority Re-Examination of Driver. The Employee's Report shall be processed according to 
established procedures. 
Note: Officers are responsible for ensuring the safety of the driver and passengers and shall 
provide transportation to a safe location, if necessary, as outlined in Section 10/10 - Traffic 
Ancillary Services, Section 10/10.2, Subsection B, Paragraph 3. 

10/6.4 Defrauding DMV - Procedures 

Calif. Vehicle Code Section 4463(a) states, in part: 


“Every person who, with the intent to prejudice, damage, or defraud, commits any of the following acts 
is guilty of a felony and upon conviction thereof shall be punished by imprisonment in the state prison 
for 16 months, two or three years, or by imprisonment in the county jail for not more than one year: 


(1). with fraudulent intent displays or causes or permits to be displayed or have in his or her 
possession any...device issued pursuant to Section 4853.” 


A. Unattended Vehicles 

1. Field Officers 
Whenever an officer requesting DMV status on an unattended vehicle is notified by 
Communications that the vehicle's registration status shows it is expired and observes a tag on 
the license showing current registration, the officer shall: 


a. Request confirmation by Communications of the vehicle's expired registration status; 


b. Impound the vehicle to the appropriate contract tow company under Section 22651(0) CVC if 
the registration is expired past six (6) months and a day or Section 22655.5(a) CVC; 


C. Obtain a LAPD DR#; 
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LAWA/ONT shall obtain a OPD DR #. 
LAWA/PMD shall obtain a LASD DR#. 


d. Remove both license plates and book them as evidence under the same DR# issued for the 
impound. 


B. Attended Vehicles 

1. Registered Owner 
Whenever an officer finds a vehicle, occupied by the registered owner of that vehicle, who 
admits knowing the registration of the vehicle under his/her control, is expired and/or the tabs 
displayed on the rear license plate have been changed or altered, the officer shall: 


a. Take the suspect into custody for violation of C.V.C. Section 4463(a); 


Note: Officers should advise the suspect of his/her Constitutional Rights and attempt to obtain 
statements concerning the violation. 


b. Impound the vehicle to the appropriate contract towing service under Section 22651 (0) CVC if 
the registration is expired past six (6) months and a day or Section 22655.5(a) CVC; 


Note: LAWA/VNY, LAWA/PMD, and LAWA/ONT will utilize a local O.P.G. tow service garage or 
the appropriate contract tow company to conduct the impound. 


b. Obtain an LAPD DR#; 
LAWA/ONT shall obtain an OPD DR #. 


LAWA/PMD shall obtain a LASD DR#. 


C Remove both license plates and book them as evidence under the same DR# issued for the 
impound. 
2. Other than Registered Owner Driver 


Whenever an officer finds that a vehicle's registration is expired, observes a tag on the license 
showing current registration, and the vehicle is being driven by a person other than the 
registered owner who states he/she has no knowledge of the expired registration, the officer 
shall request the occupants to exit the vehicle and follow the same procedures outlined in 
Subsection A, Paragraph 1, this Section. 


Note: Officers are responsible for ensuring the safety of the driver and passengers and shall 
provide transportation to a safe location, if necessary, as outlined in Section 10/10 - Traffic 
Ancillary Services, Section 10/10.2, Subsection B, Paragraph 3. 

10/6.5 Evidence of Financial Responsibility- California Vehicle Code Section 16028 

Pursuant to CVC Sections 16028(a) and (c), officers shall request evidence of financial responsibility 

from motorists who are stopped for any CVC violation other than parking or who are involved as a 
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driver in a traffic collision. 

Officers are required to note the violator’s evidence of financial responsibility information (both 
company name and policy number) or the word “NONE” on the Personal Service Citation issued to the 
vehicle’s driver. 


Note: Vehicle operators may not be stopped solely to determine whether a vehicle is being operated 
without insurance. 


The issuance of a Personal Service Citation for lacking insurance remains discretionary. However, if an 
officer decides to issue a PSC, the following procedures will be followed. 


A. Acceptable Proof of Insurance Coverage: 


CVC Section 16020 requires drivers possess written evidence of financial responsibility in one 
of the following forms: 


1. A form issued by an insurance company or charitable risk pool (including the insurance/surety 
company name and policy number); 


2. A certificate of self-insurance or the assignment of Deposit letter issued by the Department of 
Motor Vehicles (DMV); 


3. An insurance covering note or binder issued by an insurance company; 


4. Evidence showing that the vehicle is owned or leased by the United States Government or any 
other public entity; 


5. The identifying symbol issued to a highway carrier by the Public Utilities Commission (PUC) 
which is displayed on the vehicle; 


6. The identifying motor carrier of property permit number issued by the California Highway Patrol 
(CHP); or, 
7. The identifying number issued by the Interstate Commerce Commission (ICC) or it’s successor 


federal agency which is displayed on the vehicle. 
B. Traffic Citation Issuance Guidelines 
Officers issuing a PSC for “No Evidence of Financial Responsibility” shall: 


1. Enter CVC Section 16028(a) in the “Violation” section of the PSC when the citation is issued 
during a traffic stop; 


Note: When citing for CVC 16028(a) only, indicate the probable cause for the traffic stop in the 
Citation narrative without using the actual numerical section observed. 


2. Enter CVC Section 16028 (c) in the “Violation” section Of the PSC when the citation is issued 
during an investigation of a traffic collision; 


3. Mark an “X” in the “No” box under the “Correctable Violation” column, and circle the “I” at the 
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end of the line to indicate an infraction status; and, 

Write “None” in the “Evidence of Financial Responsibility” box. 

Exception: If other circumstances exist such as a physical arrest, or in situations where charges 
are being filed such as in a Traffic Collision (T/C) Report, the violation of “No Evidence of 
Financial Responsibility” shall be requested under a filing request in the appropriate arrest or 
T/C report and not cited separately. 


Other CVC violations enforced as a result of the Investigation shall be written on the same traffic 
citation or Continuation of the Traffic Notice-to- Appear. 


False Evidence of Financial Responsibility (CVC 16030) 

When a driver knowingly provides false evidence of financial responsibility when requested by a 
peace officer, officers may cite the violator for CVC 16030(a) (False Evidence of Financial 
Responsibility). In this case the officer shall: 


Mark an “X” in the “No” box under the “Correctable Violation” column, and circle the 
misdemeanor “M” directly adjacent to this section the PSC. 


Book the item(s) of false evidence of financial responsibility as evidence and note this in the 
PSC narrative section. 


Note: a Receipt for Property Taken Into Custody, shall be issued and noted in the PSC narrative 
section. 


Financial Responsibility Enforcement Restrictions 

Officers shall not enforce Section 16028(a): 

In instances where the vehicle is not registered in the State of California; 

As the primary cause for a traffic stop; 

At checkpoints; 

For incidents which occur on private property; and/or 

For incidents where a parking violation is the primary violation. 

If a vehicle involved in a 16028(a) or (c) violation belongs to the driver's employer and was 
being used with the employer’s permission, the vehicle owner and not the driver shall be cited 
for the appropriate violation. In cases where an employee commits a traffic violation while 
operating an employer’s vehicle, the need for two citations may arise. In these instances, the 
employer shall be cited in absentia for Section 16028(a) or (c) CVC, and the employee shall be 
cited for the observed traffic violation(s). The driver (employee) signs both citations and each 
citation shall be cross-referenced in the narrative sections. 

In the above circumstances, the following procedures shall be followed when completing the 


employer's citation: 
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Enter CVC Section 16028(a) or 16028(c) CVC (No Evidence of Financial Responsibility) in the 
violation/narrative portion of the citation; 


Enter the employer’s personal information in the violator’s section of the citation. This 
information should include at least the company/individual name, address and phone number. If 
the employer descriptions are not available, leave them blank. Do not place a dash in boxes that 
do not apply. The officer shall write “Owner Responsibility” in the narrative of the citation; 


Enter the driver’s (employee’s) identifying information in the violation/narrative portion of the 
citation. This information shall include at least the name, address, driver license number, date- 
of-birth, the citation and violation that the driver was cited under; 


Obtain the signature of the driver on the citation. If the driver refuses to sign the employer’s 
copy of the citation, enter “Driver Refused” in the signature section; and, 


Note: There is no requirement that the violator sign this type of citation, as the law specifically 
permits this procedure. The driver (employee) shall not be arrested and/or detained further for 
refusing to sign the employer's citation. 


Issue the driver the employer’s (white) copy of the Citation and advise the driver that he/she 
must notify the employer of the citation/violation within five (5) days of issuance. 


Note: for court purposes, officers should record on the reverse side of the book copy of their 
citation that the driver was advised to notify his/her employer within five days of issuance of the 
traffic citation. 


If the driver refuses to accept the employer’s (white) copy, the issuing officer shall; 


Reinsert the white copy into the citation book and enter “Driver Refused to Accept Copy” in the 
“Violations” 


Staple the employer’s copy behind the original (green) in the lower left-hand corner, and submit 
it with his/her DFAR; and 


Advise their supervisor, who shall forward the original (green) and employer’s (white) copy of 
the citation to the LAWA Police Court Liaison Officer, per normal distribution procedures. The 
Court Liaison Officer will mail the white copy to the vehicle owner with a notification letter. 


LAWA/ONT will assign this procedure to the appropriate personnel. 

LASD shall process the documentation for LAWA/PMD. 

Rental Vehicles 

Operators of rental vehicles are also required to possess written proof of financial responsibility. 
However, the burden of liability is upon the rental company to ensure financial responsibility 
prior to the release of a rental vehicle. Most rental companies provide the driver with a copy of 
the appropriate insurance information. If the driver is not able to present evidence of financial 


responsibility, a copy of the rental contract or verbal confirmation will suffice. Absent a traffic 
collision, officers shall not cite drivers of rental vehicles for a violation of CVC 16028. 
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Issuance of citations for CVC 16028(c) at traffic collision investigations remains discretionary. 
Per the CHP for 555 instructions, officers are required to write a party’s insurance information, 
rental information or the word “None?” in the insurance information box when completing a Traffic 
Collision Report. If the violator cannot provide a copy of the rental contract, the required 
information shall be verbally obtained and noted in the Traffic Collision Report. 


Note: CVC Sections 16020 (Evidence of Financial Responsibility) and 16025 (Mandatory 
Exchange of Information) shall not be used for field enforcement purposes. 


10/7 |Impounds and Towing 

10/7.1 Vehicle Impound Procedures 

When impounding a vehicle, it is imperative that the impounding officer establish probable cause to 
justify the impound and substantiate probable cause through proper documentation on the Vehicle 
Report Form (VRF) and Vehicle Impound Record (VIR). No vehicle should be impounded if probable 


cause does not exist. 


Probable cause, for purposes of this policy, refers to the circumstances surrounding the impound that 
provide justification for the impound that the officer must consider prior to impounding any vehicle. 


Failure to fully comply with all aspects of this policy may result in financial loss to LAWA. 
Failure to comply with this policy may lead to progressive discipline. 
A. CHP180 Vehicle Report Form 


The CHP180 Vehicle Report Form shall be used to report the following when impounded: 


° Motor Vehicles 
° Motorcycles, Motor-driven cycles, Minibikes, Motor Scooters and Mopeds 
° Off-highway vehicles, including construction equipment, dune buggies, racing vehicles, and 


vehicles of husbandry 


° Trailers (All types) 

° Separate vehicle motors 
° Campers 

. Procedures 


LAWA/LAX and LAWA/VNY 


Whenever a vehicle is impounded, towed, and stored at a City of Los Angeles authorized Towing 
facility, the following procedures shall be followed. 


1. The impounding Officer shall: 
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Request Communications; 
Run the vehicle for wants 


If the vehicle returns as a stolen or wanted vehicle, officers shall complete the Vehicle Report, 
impound the vehicle to a City of Los Angeles O.P.G. facility and recover the vehicle per Section 
10/8.2, Subsection B - Recovery of Stolen Vehicle. 


If a vehicle returns with no wants, officers shall physically verify the Vehicle Identification 
Number (VIN) number prior to impound. Do not copy the VIN number from the MDS screen or 
the DMV printout. Failure to physically verify the VIN or accurately reproduce the VIN in the VRF 
may result in progressive discipline. 


If the impounding officer has probable cause to believe that the vehicle is itself evidence which 
tends to show that a crime has been committed, or that the vehicle contains evidence which 
tends to show that a crime has been committed but that evidence cannot be readily removed, 
the officer shall contact a supervisor, review the circumstances of the impound and with 
supervisory approval impound the vehicle to a City of Los Angeles O.P.G. facility under the 
authority of CVC § 22655.5(b). 


If the vehicle returns with no wants, request the City of Los Angeles O.P.G. to respond for 
immediate impound to the City of Los Angeles O.P.G. 


Note: Whether the vehicle returns with warrants or not, officers who impound a vehicle shall 
request Communications to print the vehicle information for the desk officer. 


Dispatch a canine unit to the location to conduct a sweep. 


The Vehicle Report Form (VRF) shall be filled out accurately and completely. A copy of the VRF 
will be given to the O.P.G. tow truck driver at the scene of the tow. 


Officers shall refrain from all discussion with the public regarding impound fees. Any questions 
the public may have regarding fees shall be directed to the City of Los Angeles O.P.G. 


Inventory of Impounded Vehicles; 


Officers shall inventory all property in plain view in the impounded vehicle and note the property 
on the form. 


Any money, jewelry or items that officers feel should not stay in the vehicle while in the impound 
lot shall be removed and booked into Lost and Found according to procedures outlined in 
Section 16/5, and note the disposition of the item in the “Remarks” section of the Vehicle Report 
form. 


Any contraband items observed in plain view shall be seized and booked as evidence. This 
shall be noted in the “Remarks” section of the Vehicle Report form. 


Cite the Impound Authority under the California Vehicle Code (CVC) and enter it in the “Storage 
Authority/Reason” section of the Vehicle Report; 
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In the “Towing/Storage Concern” section, the impounding officer shall enter the name, address 
and phone number of the O.P.G. The truck number or driver's name shall not be used. Vehicle 
Report Forms without proper tow company notation shall be returned to the impounding officer’s 
supervisor for completion. 

Note: Section 10/7.1.B.2 does not apply to LAWA/ONT or LAWA/PMD. 

The desk officer shall: 


Receive the Vehicle Report, retrieve the Department of Motor Vehicle Information printout, and 
compare the two for verification of information; 


Note: If the vehicle is registered in a state other than California, registration information must be 
retrieved for the state of registration. If the state is unknown, a 50-state DMV search must be 
conducted. 

Complete the R/O and L/O portion of the Vehicle Report; 


Note: Both portions of the report must be completed in order for the Vehicle Report to be 
acceptable. 


Put the vehicle into the SVS system to obtain the FCN number; 

Submit the Vehicle Report to a supervisor for review and approval. 

Retain the copy of the printout, with the FCN and R/O information at the front desk. When the 
FCN number is obtained, the vehicle is entered in the SVS System and will show as "Towed 


and Stored"; 


Submit a copy of the Vehicle Report, along with both copies of the Notice of Stored Vehicle 
(C.V.C. § 22852) form, to the Impound Clerk. 


Note: Impounds that do not require detective follow up shall be turned into and retained by 
LAWA Police Front Desk. 


Impounds such as Arrest, 30 Day Holds, anything that requires a DR Number shall be turned 
into the LAPD Records Unit. 


The Records Unit - Impound Clerk shall: 
Check the reverse side of the Notice of Stored Vehicle (22852 VC) forms to ensure the “Storage 
Agency” section is completed and within 48 hours mail one copy to the listed registered owner, 


and another to the legal owner of the vehicle shown on the DMV Vehicle Information printout; 


The Notice includes instructions for obtaining the vehicle's release. Stored vehicles not claimed 
within three (3) calendar days are subject to lien sale (Refer to Section 10/7.5, Subsection E). 


Maintain written records of all impounded and stored vehicles, including vehicles sold for lien 
fees by the Los Angeles World Airports. 


The supervisor shall: 
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a. Be responsible for ensuring that all information on the Vehicle Report is accurate and complete, 
including the Notice of Stored Vehicle (C.V.C. § 22852) form; 


b. Approve the Report; and, 
C. Return the approved Report to the desk officer. 


Note: Incomplete Vehicle Reports shall be returned to the reporting officer immediately for 


correction. 
LAWA/ONT 
1. The Impounding officer shall: 
a. Retrieve the Department of Motor Vehicle Information printout, and compare the two for 


verification of information; 
b. Complete the R/O and L/O portion of the Vehicle Report; 
c. Have the vehicle placed into the SVS system to obtain the FCN number by communications; 


d. Complete a vehicle impound report outlining the reason for the impound and submit the report 
for review and approval. 


e. Submit the Vehicle Report to a supervisor for review and approval. The supervisor shall check 
the Report, including both copies of the Notice of Stored Vehicle (22852 VC) form, and submit 
the approved Report to the Ontario Records Clerk for processing; 


Note: Incomplete Vehicle Reports shall be returned to the reporting officer immediately for 
correction. 


4. The Ontario Records Clerk shall: 

a. Retain a copy of the printout, with the FCN and R/O information at the front desk. When the 
FCN number is obtained, the vehicle is entered in the SVS System and will show as "Towed 
and Stored"; 

b. Check the reverse side of the Notice of Stored Vehicle (22852 VC) forms to ensure the “Storage 
Agency” section is completed and within 48 hours mail one copy to the listed registered owner, 
and another to the legal owner of the vehicle shown on the DMV Vehicle Information printout; 


The Notice includes instructions for obtaining the vehicle's release. Stored vehicles not claimed 
within three (3) calendar days are subject to lien sale (Refer Section 10/7.5, Subsection E). 


C: Maintain written records of all impounded and stored vehicles, including vehicles sold for lien 
fees by the Los Angeles World Airports. 


LAWA/PMD 


All impounds shall be processed through LASD Palmdale Station, including the release of any 
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impounded vehicles. 
Impound Hearings 


Per Section 22852 of the California Vehicle Code, the registered owner or person legally entitled 
to possession of an impounded vehicle has the right to request a post-impound hearing. The 
purpose of this hearing is to determine if there was probable cause to impound the vehicle and 
based upon the findings, determine who is responsible for the payment of the impound and/or 
storage fees. 


LAWA Police Officers shall provide a copy of the "Vehicle Owner's Right to a Hearing to Contest 
Vehicle Impound" bulletin to any person to whom the vehicle is being released. 


The Impound Clerk shall mail the Notice of Stored Vehicle to the registered and/or legal owner 
of an impounded vehicle within 48 hours of the vehicle being impounded, excluding weekends 
and holidays. 


Whenever the Impound Clerk mails a Notice of Stored Vehicle form to the registered and/or 
legal owner of an impounded vehicle, a copy of the "Vehicle Owner's Right to a Hearing to 
Contest Vehicle Impound" bulletin along with a Request for Impound Hearing form shall be 
included. 


Procedures 


To request an impound hearing to determine whether the vehicle was legally removed, the 
owner must submit a written Request for Vehicle Impound Hearing form postmarked within 10 
calendar days of the date of the Notice of Stored Vehicle form. 


The Hearing Officer shall schedule the impound hearing no later than 48 hours from the time the 
request was received, excluding weekends and holidays unless mutually waived by the 
requesting party and LAWA PD. 


Impound hearings shall be conducted by a LAWA PD Hearing Officer. 


All vehicle impound hearings shall be conducted and available to the appellant (i.e., legal owner, 
registered owner, or their agent) during normal business hours Monday through Friday, 
excluding holidays. 


The Department and/or the citizen may present witnesses and evidence at a vehicle impound 
hearing. 


The LAWA PD Hearing Officer may request that the impounding Airport Police Officer be 
present at the hearing. If such a request is made, the Hearing Officer shall notify the impounding 
Airport Police Officer of the hearing date, time and location. 


Telephonic notification shall be accompanied by a facsimile of the Impound Summons and 
Notice form, when possible. 


Department procedures governing court and administrative hearing appearances (e.g., sick, 


training) shall apply to impound hearings. Additionally, appearance by a sworn employee of the 
rank of Lieutenant or below at an impound hearing outside of normal duty hours shall be in 
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accordance with the court time provisions of the current Memorandum of Understanding. Any 
overtime is subject to pre-approval by the Executive Assistant Chief. 
If requested to appear, the impounding Officer shall cooperate with the Hearing Officer to 
appear at the Hearing and provide information or answer any questions by the vehicle’s owner 


at the Hearing Officer’s discretion. 


All vehicle impound hearings shall be conducted in person and tape-recorded to facilitate the 
testimony and cross-examination of the impounding officer(s) and witnesses. 


Exception: Hearings may be conducted telephonically if exigent circumstances exist. Exigent 
circumstances may include situations where the owner is located out-of-state, hospitalized, etc 


Recordings shall be retained in accordance with established Department procedures outlined in 
Section 14/3. 


The Vehicle Impound Hearing Coordinator shall retain all material in accordance with record 
retention guidelines and a roster of those participating in the impound hearing. These records 
shall be stored where the impound hearing occurred for a period of three years. 

Hearing Results 

If the Hearing Officer determines that there was "No Probable Cause" to impound the vehicle, 
the towing and storage fees will be refunded to the legal owner. If the vehicle is still in the 
impound lot, it will be released without towing and storage charges unless there are outstanding 
parking violations against the vehicle. Refunds shall be processed through the proper channels 
and may take up to three weeks to process. 


If the Hearing Officer determines that there was "Probable Cause" to impound the vehicle, the 
legal owner will be held responsible for all towing and storage fees. 


The outcome of the hearing shall not affect any related traffic citation or other criminal 
proceedings which may be brought against the owner or claimant of the impounded vehicle. 


Note: All outstanding parking fees must be paid prior to release of the vehicle. 

No Registration Impounds 

LAWA Police Application 

When an officer observes a vehicle that constitutes a hazard, or is in violation of any parking 
Section and is unattended, and does not have a "hard" plate displayed, and does not have the 
VIN number visible, the vehicle may be immediately impounded. Caution must be used when 
this section is invoked. The VIN number must be covered by books, papers, or other methods, 
or must be missing. 

Procedure 


The procedure to be used in compliance with this Section is as follows: 


Impound vehicle under CVC Section 22651 (j). Do not cite the vehicle prior to requesting an 
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impound and the arrival of the Tow Service; 


Write in Narrative "No hard plates displayed/VIN covered." It is important that you can state 
without reservation that the VIN number was not visible. The Narrative should contain what 
covered the VIN, or why the VIN was not visible; 


When the Tow Service arrives, have the Tow Service driver open the vehicle and uncover the 
VIN number, then cite the vehicle for the original violation using the VIN number for the ID; 


If the vehicle returns as a stolen or wanted vehicle, officers shall complete the Vehicle Report, 
impound the vehicle to an O.P.G. facility or the appropriate contract tow company facility, and 
recover the vehicle per Section 10/9.2, Subsection B - Recovery of Stolen Vehicle; 


In the event the VIN number is missing from the vehicle Do Not Cite the Vehicle. Impound the 
vehicle only to OPG (Bruffy's) and place a "Hold" on the vehicle for follow-up investigation by 
the law enforcement agency with jurisdictional authority; 


Ensure that you have checked the vehicle closely for VIN numbers. There is considerable 
liability for impounding the vehicle if the VIN number was available. 


Finally, it is important to remember that regardless of the violation, no citation can be issued 
whenever there is no evidence of registration displayed (i.e., no plates, no VIN, no temporary 
permit). If a citation is issued it must be canceled or voided since there is no way to ascertain 
the owner. 


10/7.3 Field Releases of Vehicles 


To reduce the confusion and preclude double billing for vehicles subject to field releases after an 
impound request, the following procedure is established: 


A. 


B. 


A Parking Citation shall be issued prior to any request for impound. 


When an impound is requested, a CHP 180 Vehicle Report Form shall be completed and the 
number of the citation shall be entered on the form. 


When an officer determines that a vehicle shall be released to the owner or operator and the 
tow service has arrived at the location, the officer shall: 


Mark across the face of the form "FIELD RELEASE"; 


Check the “RELEASED” box in the “STORED - RECOVERED - RELEASED- RECOVERED 
VEHICLE/COMPONENT” section; 


Print his/her name in the “NAME OF PERSON/AGENCY AUTHORIZING RELEASE” section; 
Sign his/her name in the “SIGNATURE OF PERSON AUTHORIZING RELEASE’ section; 
Enter his/her serial number in the “I.D. NO.” section; 

Enter the name, address and phone number of the tow company in the “Towing/Storage 


Concern” section; 
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Request a LAWA Police officer respond to the location; 

Upon arriving at the location, the assigned LAWA Police officer shall verify: 

If the driver is the registered/legal owner of the vehicle; 

If the driver has a valid operator's license in his/her possession. 

Upon verification, the assigned Police officer shall have the person taking possession of the 
vehicle sign their name in the “SIGNATURE OF PERSON TAKING POSSESSION” section. In 
the “REMARKS?” section, the Police officer shall enter the person’s name, Driver’s License 


number, and complete address. 


The tow driver shall be given the yellow copy of the completed Field Release by the impounding 
officer. The original Report shall be forwarded to the Impound Clerk, Records Unit. 


The Impound Clerk shall chronologically file and retain all Field Release forms. 


10/7.4 Vehicle Relocations 


Except under exigent circumstances (i.e. - Earthquake causing structural damage to a parking 
structure, terrorist attack, etc.) LAWA Police will not relocate vehicles. 


Relocations involving Construction and Maintenance (C&M) projects will be done by C&M personnel 
using their own tow trucks. 


A. 


Whenever exigent circumstances occur that call for the relocation of vehicles, the request shall 
be forwarded to the Watch Commander, who will assign a supervisor to oversee the relocation. 


The assigned supervisor shall: 

Inspect the location; 

Ascertain the number of vehicles to be relocated; 

Assign an officer to complete the relocation; 

Enter the request and details of the exigent circumstances into his/her supervisor's log. 
The assigned officer shall: 

Request the City of Los Angeles O.P.G. tow truck respond to the location; 

Complete a Vehicle Relocation Report, noting: 

The relocated vehicle’s license number and make of vehicle; 

The row/section/location the vehicle was relocated from and moved to; and, 


The condition of the vehicle, both before and after being relocated; and, 
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If there is any pre-existing damage to the vehicle prior to the relocation, the officer shall contact 
CSI to photographically document the damage before the vehicle is relocated. 


Note: Officers shall not use the Vehicle Report form for vehicle relocations. 


Upon completion of the relocations, distribute the report copies as outlined in the distribution 
box. 


10/7.5 Abandoned Vehicles (LAWA/LAX Specific) 


Any vehicle parked in a LAWA/LAX Airport Parking Structure for more than thirty (30) days shall be 
noted by Parking Services, who shall request that LAWA Police impound the vehicle. A copy of this 
request is sent to the LAWA/LAX Police Impound Clerk, who receives a complete printout of all 
abandoned vehicles, and runs each one. Vehicles indicated as stolen are recovered. A LAWA Police 
Officer then places a 10 day Removal Notice on the vehicle, at the end of which time the vehicle is 
impounded. 


The LAWA/LAX Police Impound Clerk mails out a notice to the Registered/Legal owner advising them 
of the Department's intent to tow the vehicle in ten days. Upon completion of the impound, the following 
procedures occur: 


A. 


The LAWA/LAX desk officer obtains a Vehicle Investigation Report (VIR) number and logs the 
vehicle in the V.I.R. Book; 


The LAWA/LAX desk officer verifies the information on the Vehicle Report with the DMV printout 
obtained by the impounding officer then inputs the information into the Department of Justice 
Stolen Vehicle System to obtain an FCN; 


The LAWA/LAX desk officer places a copy of the Vehicle Report, the DMV printout and the 
Towed and Stored information in the Records tray at the front desk. The Impound Clerk 
retrieves the information and enters it on the Impound Screen. Within 48 hours the Impound 
Clerk sends out a Vehicle Impound Notice to those listed as Registered Owners and/or Legal 
Owners on the DMV printout. After the Notice is sent, if the Registered/ Legal Owner claims the 
vehicle and pays all fees, the vehicle's release is noted on the VIR Log and the Impound Clerk's 
Impound Screen. If no ownership information exists the vehicle is processed for lien-sale 
proceedings; 


Fifteen (15) days from the date the Vehicle Impound Notice was mailed, if a post-storage 
hearing has been requested, no action is taken until a disposition from the hearing is received. 
When the disposition is in favor of the Los Angeles World Airports the vehicle is processed for 
lien-sale proceedings; 


Lien Sale Process 


Once a week, the lien sales vendor conducts an inventory of the LAWA Police Impound Lot to 
process impounded vehicles for lien sale. 


The LAWA/LAX Impound Clerk receives a copy of the inventory list and attaches a note to the 


VIR's of the inventoried vehicles indicating an additional charge for the lien sale process ($70.00 
for vehicles valued under $2500.00 and $100.00 for vehicles valued over $2500.00). The 


Manual of the Los Angeles World Airports Police 


10. 


CHAPTER X -— Traffic 


charge is added on, in addition to other impound fees, per Civil Code Section 3074. 


The LAWA/LAX Impound Clerk sets vehicle auctions on the first Saturday of each month, 
unless it falls on a holiday. 


The lien sales vendor mails a Notice of Pending Lien- Sale/Declaration of Opposition to the 
Registered/Legal owner and the California Department of Motor Vehicles. 


If the Declaration of Opposition is returned, court action must be filed within twenty (20) days by 
the Registered/ Legal owner. If a court action is filed after the receipt of the Notice of Pending 
Lien-Sale, no action is taken until a judgment is obtained. 


If the judgment is ruled in favor of the Los Angeles World Airports, or a court action was not 
filed, the lien sale process continues. 


Estimated Value of Lien Sale Vehicles 
VEHICLES ESTIMATED AT A VALUE UNDER $2,500.00 


When the vehicle is processed for lien-sale, the LAWA/LAX Impound Clerk is given the 
Certificate of Lien-Sale, Seller's Warranty and Buyer's Promise to Transfer Ownership and 
Register, and Proof of Certified Mailing for each vehicle. 


VEHICLES ESTIMATED AT A VALUE OF OVER $2,500.00. 


When the vehicle is processed for lien-sale, an Application for Lien-Sale Authorization is 
completed and sent to the California Department of Motor Vehicles by the lien sales vendor. 
When the Authorization application is returned by DMV, the Impound Clerk is given the 
Certificate of Lien-Sale, Seller's Warranty and Buyer's Promise to Transfer Ownership and 
Register, Proof of Certified Mailing, and Authorization for Lien- Sale for each vehicle. 


The LAWA/LAX Impound Clerk compares the list of vehicles cleared for auction with the 
inventory sheet prepared by the impound officer. 


The impound officer removes the VIR's from the Impound Book and notes in the VIR Book that 
the vehicle is to be auctioned and date of auction. 


The impound officer completes a Vehicle Verification form for each vehicle to be auctioned and 
submits them to the Impound Clerk. 


The LAWA/LAX Impound Clerk signs all the documents received from the lien sales vendor, 
attaches the Vehicle Verification to the documents, and compares the vehicle information. 


The LAWA/LAX Impound Clerk then creates envelopes for each auctioned vehicle, indicating 
Lot #, Stall #, year, make and model of vehicle, and the last seven digits of the VIN number and 
gives them to the auctioneer the day of the sale. 


All paperwork for vehicles sold for under $2500.00 is completed and given to the buyer the day 
of the sale. The vehicles are released to the buyers the following Sunday or Monday. 
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All paperwork for vehicles sold for over $2500.00 is held for 10 additional days and completed 
when the buyer picks up the vehicle pursuant to Civil Code Section 3017. 


11. The LAWA/LAX Impound Clerk shall update the Impound Screen, indicating the amount the 
vehicle sold for and the buyer's bidder number. The Impound Clerk shall be responsible for 
maintaining records of sales for the Los Angeles World Airports. 


10/7.6 Official Police Garage for LAWA/LAX 


Bruffy's Marina Tow is the Official Police Garage (O.P.G.) for LAWA/LAX. All requests for tow shall be 
routed through Communications Unit, who is responsible for contacting Bruffy's Marina Tow with all 
pertinent information. 


No other tow companies may be contacted with requests to tow. 
10/7.7 Impound Charges - Arrested Driver 


All vehicles that have been impounded as a result of parking violations after their owner or operators 
have been arrested for solicitation (LAMC 171.02 (b)), will not be released unless the impound and 
storage fees are paid. 


10/7.8 Thirty (30) Day Impound Hold Procedures 
California Vehicle Code Section 14602.6 (a) states, in part: 


"Whenever a peace officer determines that a person was driving a vehicle while his or her driving 
privilege was suspended or revoked or without ever having been issued a license, the peace officer 
may either immediately arrest that person and cause the removal and seizure of that vehicle...A vehicle 
so impounded shall be impounded for 30 days." 


Section 14602.6 applies only to unlicensed drivers who have never been issued a driver's license or 
persons with a suspended or revoked driver's license which come under the CVC, Division 6, Chapter 
2, Articles 2 and 3. CVC Section 14602.6 does not apply to a person with an expired driver's license or 
with no license in possession (violation of CVC Section 12951a) nor if the person's license was 
suspended under the authority of Section 11350.6 of the Welfare and Institution Code (refer to Section 
10/6.3.B - Suspended or Revoked Driver's License). However, vehicles operated by a driver with an 
expired driver's license are still subject to impound under CVC Section 22651 (p). 


Recent legislative changes have made CVC Section 14602.6 inapplicable to some driver's license 
suspensions. 


Vehicles with thirty-day hold shall be impounded to Pacific Division’s Official Police Garage or the 
appropriate contract tow company facility. LAWA/LAX shall direct owners to contact Pacific Area Auto 
Detectives for vehicle release. 

10/7.9 Public Utilities Code (PUC) Hold Procedures 


A. Information 


Section 5411.5 of the California PUC states, in part: 
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"Whenever a peace officer arrests a person for violation of Section 5411 involving the operation 
of a charter-party carrier of passengers without a valid certificate or permit at a public 
airport...the peace officer may impound and retain possession of the vehicle used in violation of 
Section 5411. 


The vehicle shall immediately be returned to the owner without cost to the owner if the infraction 
or violation is not prosecuted or is dismissed. 


Otherwise, the vehicle shall be returned to the owner upon payment of any fine ordered by the 
court." 


Note: When an officer arrests a person for violation of PUC Section 5411, it is within the officer's 
discretion to impound the vehicle used in the violation. 


Procedures 
Impound Procedures 


Whenever a LAWA Police officer arrests a person for violation of California PUC Sections 5371 
(Operating Without PUC Authority), 5379 (Operating while on Suspension or Revocation), or 
5411 (Failure to Comply with PUC), the officer, at his/her discretion, may impound and place a 
PUC hold on the vehicle pursuant to Section 5411.5 PUC 


Release Procedures 


Desk officers shall adhere to the following procedures when releasing a vehicle with a PUC hold 
on it: 


Whenever satisfactory evidence is presented establishing that the violation was not prosecuted, 
that the case was dismissed, or that the vehicle's owner was found not guilty of the offense, the 
vehicle shall be immediately released to the owner without charge pursuant to PUC Section 
5411.5. 


Whenever satisfactory evidence is presented that all fines have been paid and proof of 
compliance with PUC Permit/Licensing requirements has been presented to a Ground 
Transportation Enforcement Unit supervisor or officer, the vehicle shall be released to the owner 
upon payment of storage, towing, and any parking fees in accordance with Section 10/7.1.D1.c. 


Whenever a court order to release the vehicle is presented, unless otherwise specified in the 
court order, the vehicle shall be released to the owner upon payment of storage, towing, and 
any parking fees in accordance with Section 10/7.1.D1.c. 

Impound Hearing 

If the owner of the vehicle states he/she did not know or consent to use of the vehicle in 
violation of PUC Section 5411, but fails to show satisfactory evidence or documentation as 
required under part 1 and 2 of this section, the owner shall be directed to schedule an Impound 
Hearing, pursuant to Section 10/7.1.C. 


Release procedures shall be in accordance with the findings of the Impound Hearing. 
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Abandoned Vehicle 


After the expiration of six weeks from the final disposition of the criminal case, if the vehicle has 
not been released, the vehicle will be dealt with as lost or abandoned property under Section 
1411 of the California Penal Code and processed as an abandoned vehicle as outlined in 
Section 10/7.5. 


Follow-up 


A copy of the impound form and any other documentation shall be forwarded to CEU for follow- 
up investigation purposes. 


10/7.10 OPG Impound Report Processing 


Whenever a vehicle is impounded to an OPG facility, the impounding officer shall: 


A. Complete a CHP 180 Vehicle Report; 

B. Have the report reviewed and approved by a supervisor; 

C. Make two copies of the report. One will be given to the Front Desk Officer for filing, the other 
given to Records Unit for processing; 
Note: Copies shall show the complete face of the CHP 180 Vehicle Report. 

D. Transport the original CHP 180 Vehicle Report to the law enforcement agency with jurisdictional 
authority for processing as soon as possible. 

10/8 Vehicle Investigations 

10/8.1 Policy 


The LAWA Police shall receive reports of stolen vehicles and recovered vehicles, which have been 
reported as stolen, or which are wanted by law enforcement agencies in criminal investigations. 


All reports and impound procedures for stolen or wanted vehicles shall conform to the current policy of 
the law enforcement agency with jurisdictional authority. 


Note: LAWA/ONT shall follow the procedures as outlined below. 


10/8.2 Procedures 


A. 


CHP 180 Vehicle Report Form 


The CHP 180 Vehicle Report form shall be used to report the following when stolen, recovered, 
or impounded: 


Motor Vehicles 


Motorcycles, Motor-driven cycles, Minibikes, Motor Scooters and Mopeds 
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Off-highway vehicles, including construction equipment, dune buggies, racing vehicles, and 
vehicles of husbandry 
Trailers (All types) 
Separate vehicle motors 
Separate vehicle transmissions 
Campers 
Aircraft 
Boats 
Recovery of Stolen Vehicles 
Whenever an officer, during the course of his duties, finds a vehicle has been reported stolen 
(i.e. incidental to the impound of an illegally parked or abandoned vehicle), or if an officer has 
reasonable cause to believe a vehicle is stolen (i.e.- missing VIN plate or license plates), the 
officer shall follow the following procedures: 
Verify the license number and VIN number of the vehicle (If the VIN numbers appears altered, 
impound the vehicle and place a hold on the vehicle for Area Investigators - See Subsection C - 


Impound Hold on Vehicle and Subsection D - Notifications Required); 


Verify that the vehicle has no wants for criminal investigation. When a recovered stolen vehicle 
is wanted in connection with a criminal investigation, the officer shall: 


Notify investigators indicated in the wants printout, and request impound instructions. If 
investigators cannot be notified, document this in the Vehicle Report Form. 


Place a hold on the vehicle by filling in the proper space on the Vehicle Report Form. 
Request a printout of vehicle information; 
Fill out a Vehicle Report; and, 


Request the appropriate contract tow company facility for the airport area respond to impound 
the vehicle. 


After completing the Vehicle Report, the printout shall be obtained and all information verified by 
the officer. 


Officers shall inventory all property in the recovered stolen vehicle unless a fingerprint or other 
evidence hold has been placed on the vehicle, in which case the impounding officer shall 
contact the originating agency of the hold for impound instructions. Any property removed from 
the vehicle shall be booked as Evidence, with the exception of excess personal property of an 
arrestee of no evidentiary value. 


Impound Hold on Vehicles 
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When an officer places a hold on an impounded vehicle the impounding officer shall: 


Check the “Agency Hold” box, and enter the name, serial number and division of assignment of 
the person notified of the hold on the Vehicle Investigation form; 


If the recovered stolen vehicle is involved in another crime, check "Hold for Prints" box on the 
Vehicle Investigation Form and notify the responsible investigators and Vehicle Investigation 
Processing Unit (VIPU) for LAWA/LAX; 


Note: The impounding officer shall write “Hold,” “Hold for Prints” or “30-Day Hold,” in red ink 
when possible, at the top center margin of the report to alert the OPG or tow driver of the hold. 


If a hold is placed on an impounded vehicle, the impounding officer shall not telephonically 
notify the owner or reporting party (In these cases, telephonic notification is the responsibility of 
the Area Vehicle Control Clerk for LAWA/LAX). 

Notifications Required 


The impounding officer shall make the following notifications regarding recovered stolen 
vehicles: 


Telephonic notification to the registered owner or reporting party unless a hold is placed on the 
vehicle. If contact cannot be made, indicate on Vehicle Form. 


Complete the reverse side of both Notice of Stored Vehicle (22852 VC) forms and mail these 
forms to the present, registered, and legal owners and, if the vehicle was reported stolen, the 
person reporting. 


The VIPU Clerk for LAWA/LAX, who will update the information in the SVS, and issue the 
impounding officer a Vehicle DR number. 


Responsible Investigative Division when need for immediate investigation is indicated (i.e.- 
When recovered vehicle has recent extensive, unexplained damage or evidence of blood or 
flesh on grill). 


Responsible Area investigators when there is an indication that the VIN plate has been altered 
or obliterated. 


LAWA/ONT - All reports of stolen vehicles or updates to the SVS on stolen recoveries shall be 
done by the Ontario Police Department. 


LAWA/PMD - All reports of stolen vehicles or updates to the SVS on stolen recoveries shall be 
done by LASD. 


Field Release of Recovered Stolen Vehicle 


When possible, recovered stolen vehicles, which do not require a hold, shall be released to the 
owner, or the owner's agent, without impounding if: 


The vehicle owner can be contacted immediately; 
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The owner or his/her agent can arrive within 30 minutes; and, 

The owner or his/her agent is willing to receive the vehicle. 

After verification of identification, have the person receiving the vehicle sign a Recovery Report, 
give that person the yellow copy of the Vehicle Report form, and advise of the necessity for 


caution. 


Officers shall immediately call the VIPU clerk concerning the field release of the recovered 
stolen vehicle. 


Note - Officers awaiting owners for field release of a stolen vehicle shall not leave the vehicle 
unattended except under unusual or emergency situations. To prevent removal of the vehicle 
during an officer's unanticipated absence, upon initial contact the owner shall be instructed not 
to remove the vehicle if the officer is not at the scene. 

Recovery of License Plates from Recovered Stolen Vehicles 

License plates, including those attached to or loose in a recovered stolen vehicle, which do not 
belong to the vehicle, shall be run. A separate Property Report with a separate Vehicle DR 
number shall be made for each set of plates recovered, except when a previous related report 
exists, in which case the same DR number shall be used. 

Stolen Vehicle Reports 

Whenever officers receive a report of a stolen vehicle, officers shall: 

Interview the victim or person reporting to determine if circumstances warrant a "Stolen" report; 
Check the LAWA Police Impound Log to determine if the vehicle was impounded; 

Check with SVS (Stolen Vehicle System); 

If the vehicle has been impounded for investigation, determine agency or division where 
impoundment occurred and check with the responsible investigator for release status. If the 
vehicle is O.K. to release or has been impounded for storage only, refer the person reporting to 
the impound garage; 

If a vehicle is obtained by use of a worthless document, only a Worthless Document Report 
containing vehicle information will be filled out and sent to WLA Bunco-Forgery Division for 
LAWA/LAX. 

When completing a Stolen Vehicle Report, Officers shall determine the following: 

How did the reporting person discover the vehicle was stolen? 

Any others have permission to drive the vehicle? 

Does anyone else possess a key to the vehicle? Has the person reporting contacted those 


individuals to see if they have the vehicle? 
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d. Is the person reporting current on his vehicle payments? 

e. Was there any valuable property left in the vehicle? 

f. Were both LAWA Police and the O.P.G. impound lots checked? 
g. Any evidence or witnesses to the theft? 

h. Any distinguishing features on the vehicle? 


When a Vehicle Report Form is completed, officers shall obtain a Vehicle Investigation DR 
number from the VIPU Clerk immediately (Recovered or Found Vehicle reports shall bear the 
same DR number as the original Stolen report). Each stolen vehicle requires a separate DR 
number. 


Advise the person reporting the stolen vehicle that if he recovers his own vehicle, he must make 
a signed "Found" or "Recovered" report. These reports shall not be accepted by phone. 


When a vehicle reported stolen is later determined to be misplaced or legally in possession of 
someone other than the person reporting, the officer making determination shall make a 
"recovered" report with type of report to read "Rec. - Unfounded." 

H. Stolen/Embezzled Vehicle from Rental Car Agency 


Whenever a rental car agency reports that a rented vehicle is stolen and/or embezzled, the 
rental car agency must: 


1. Show proof that 30 days have elapsed from the date the legal renter agreed but failed to return 
the rented vehicle; 


2. Send a Registered letter to the renter demanding the rented vehicle's return, and have a 
"Return Unserved" or returned receipt from the U.S. Postal Service; 


ce Have copies of all documents and attach them with the Vehicle Report. 

I. Report Processing 
All stolen vehicle reports and recovered stolen vehicle reports shall be processed similar to 
Preliminary Investigation Reports (PIR). Upon approval and signature of a supervisor, a copy of 
the Vehicle Report shall be submitted to Records Section for processing. The original report 
shall be forwarded to the law enforcement agency with jurisdictional authority. 


One copy shall be maintained at the front desk. 


LAWA/ONT shall follow the current Ontario Police Department's criteria for the reporting of 
Stolen/Embezzled vehicles. 


LAWA/PMD shall follow current LASD criteria for the reporting of Stolen/Embezzled vehicles. 


10/9 Ground Transportation Enforcement 
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This section is LAWA/LAX specific, unless otherwise noted. 
10/9.1 Ground Transportation Permit Program 


The ultimate goal of the Ground Transportation Permit Program is to provide legal and insured 
transportation to the public in a competitively fair and equitable fashion. All ground transportation 
enforcement must be applied equally with respect to all permitted companies. The program objective is 
to obtain voluntary compliance of the rules by all companies and drivers. 


Of paramount concern to the City is the illegal operator who operates entirely outside the Permit 
Program and endangers the public. The Commercial Enforcement Unit (CEU) is charged with the 
primary responsibility to reduce this practice and to take appropriate actions where illegal actions occur. 


10/9.2 Enforcement Guidelines for Solicitation Violations 


For purposes of applying the rule fairly and firmly with respect to all transportation services, the 
following internal LAWA Police guidelines apply for the enforcement of the "Solicitation" rule. 


A. Non-Criminal/Administrative Violation 


When any of the following actions take place, a noncriminal solicitation violation (Section 1.11 of 
the Department's Rules and Regulations) has occurred: 


1. An offer of transportation by the driver in the following manner: 


a. Approaching an individual passenger (or passengers) on a transportation island and asking 
where the person(s) is going. 


b. Approaching an individual passenger (or passengers) on a transportation island and asking 
does the person need transportation or other similar language. 


B. Solicitation Rule 


Current rules specifically allow a driver to respond to a question by a prospective passenger. 
The officer must overhear the driver asking the individual(s), and must be able to prove the 
driver initiated the conversation. Therefore, the mere observation of a driver engaging ina 
conversation with a prospective passenger does not on its own indicate a violation of the 
solicitation Rule. 


1. Where the officer can clearly show that the driver "initiated" the contact with the passenger, 
there is probable cause for investigating into a solicitation violation. If the officer substantiates 
the violation did occur, all facts as to the probable cause and the subsequent investigation must 
be stated on the citation. 


a An offer of transportation by the driver outside an authorized transportation island or boarding 
area by: 
a. Leaving the vehicle unattended and moving to a point along the inside curb while making an 


announcement of destination or offering transportation or; approaching an individual on the 
terminal sidewalk and offering services. (Officer must observe action and hear the 
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announcement). 


Entering any baggage claim area and making an announcement of destination or offer of 
transportation. (Officer must observe driver in baggage claim area and hear the offer or 
announcement). 


Other rules sections which are not solicitation (but are similar) and constitute non-criminal/ 
administrative rules and regulations violations: 


Announcing a destination that is not authorized by the Public Utilities Commission (PUC) for the 
company making such announcement (Sections 1.5 and II.13). Officer must hear the 
announcement. 


Display of a "Destination Sign" stating a destination not approved for that vehicle's operator by 
the PUC or the ICC, whichever is applicable (Section II.12). 


An officer initiates an investigation of solicitation in the following manner: 


An officer observes an action on the part of a driver which leads the officer to reasonably 
believe a solicitation violation may have occurred and hence, may question the passenger about 
the events that led up to the service. This investigation shall not result from a routine vehicle 
stop or other circumstances not specifically related to the incident at hand. 


The passenger inquiry substantiates that the driver approached the passenger and offered 
transportation and during the conversation, quoted a price or fare. 


A third party (independent witness) provides information which reasonably leads the Officer to 
believe that solicitation violation has occurred. (Information must provide probable cause for the 
investigation). 


Investigations for solicitation may not begin as a result of a non-related (non-solicitation) 
incident. (i.e., a parking violation, equipment problem, etc.). 


10/9.3 Criminal Violation - LAMC 171.02 (b) (LAWA/LAX only) 


The transportation company or driver of a commercial vehicle for hire that offers transportation in the 
Central Terminal Area without having written authority from the Los Angeles World Airports to enter the 
Airport for such purposes is a violation of Los Angeles Municipal Code (LAMC) 171.02 (b) "Doing 
Business Without a License." 


A. 


Elements of Violation 


For criminal prosecution under LAMC Los Angeles Municipal Code 171.02 (b), the following 
elements must be present to enable the Officer to make an arrest: 


The officer must overhear an "offer to provide transportation" for remuneration made by the 
driver. The amount of remuneration must be stated or agreed upon. This means to make a valid 
arrest, the fare or price must be quoted. 

The means of providing the service must be present or in close proximity. This means to make a 
valid arrest, a vehicle capable of providing the transportation. 
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Procedures 


Where a company has applied to the Airport for authorization to operate, but has not yet 
received its written permit, officers shall file an Application for Complaint. 


Where it is clear that the driver or company was not aware that the Airport required a permit to 
operate at LAWA/LAX, an Application for Complaint shall be filed. 


Where the individual driver or the company received prior notification of the permit requirement 
to operate within the Airport, but has ignored such warnings, the driver may be cited and 
released on promise to appear or be arrested and jailed. 

If there is a violation, the following enforcement actions may be taken: 


Application for Complaint filed with the City Attorney requesting criminal action is taken against 
the driver and/or company. 


Driver cited to court and released on promise to appear. 

Driver of vehicle arrested and vehicle impounded. 

It is imperative that all officers assigned to the Ground Transportation Enforcement Unit be fully 
informed of these guidelines and completely familiar with all the provisions of the Permit 


Program and its Rules and Regulations. The responsibility for these issues rests with the 
Ground Transportation Enforcement Unit Officer in Charge. 


10/9.4 Suspended Permit 


In the event that a company and/or driver with a suspended permit does not honor the suspension and 
elects to continue operations, the following procedure shall be used for enforcement: 


A. 


Officers shall use Los Angeles Administrative Code Section 1.9 for the violation. Violation is for 
False Documents. 


Officers shall write in the remarks section "Operating while on suspension." 


Landside Operations shall be notified immediately during normal business hours or at 0800 the 
following day. 


Landside Operations shall issue notice of cancellation of permits following LAWA Police 
notification that violation has occurred. 


In the event that a company and/or driver continues to operate on the 11th day following notice 
of cancellation, Landside Operations shall notify LAWA Police of the actual date. 


LAWA Police shall have the right to make arrests of drivers engaged in the pickup of 
passengers at LAWA/LAX under LAMC Section 171.02(b). 


This procedure has been reviewed and approved by the City Attorney's Office and must be 
adhered to, without exception. 
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10/9.5 Customer Service Representatives 


Landside Operations will be contracting "Customer Service Representatives" (CSR) to assist at the 
transportation islands. The CSR's will monitor the islands and associated transportation companies. 


In the event that a CSR needs police assistance, they will contact communications and request an 
officer. An officer should consider these requests as priority calls. These calls for assistance will 
normally be initiated only when the CSR is having a serious problem with a driver or company. 


Routine calls, such as Permit Program violations, which require CEU enforcement, should be 
dispatched to a CEU mobile unit. 


10/9.6 Liability Insurance 

Several companies who maintain fleets of vehicles and operate in and around the Los Angeles World 
Airports are legally self- insured with regard to liability insurance. These companies have applied to and 
received approval from the Department of Motor Vehicles (DMV) to display a windshield sticker in lieu 
of insurance documents in the vehicle. 


The DMV approved sticker satisfies the obligation for proof of liability insurance. Vehicles displaying 
such a sticker shall not be cited for violation of Section 16020 of the California Vehicle Code. 


10/9.7 Joint Enforcement Activity 


The Public Utilities Commission (PUC) and the LAWA Police occasionally conduct a joint enforcement 
directed towards ground transportation operations at the Central Terminal Area of LAWA/LAX. 


10/9.8 Lien on Luggage 

Whenever a LAWA Police officer responds to a business dispute between a taxi or van driver and a 
passenger and is informed by the driver that the passenger cannot or refuses to pay the fare and 
refuses to release the passenger’s luggage to him/her in lieu of the price of the fare, the officer shall 
inform the passenger that under California Civil Code Section 2191, the taxi/van driver has the legal 
right to hold the passenger's luggage as a lien against non-payment of the fare. 

10/10 Traffic Ancillary Services 

10/10.1 Policy - Public Service Function 

LAWA Police officers, as part of their public service function, provide 24-hour traffic related assistance 
to the general public. This includes: both general and emergency assistance; disseminating public 
information and directions; the identification and reporting of roadway and roadside hazards on city 
streets, Los Angeles World Airports property, tenant leasehold areas, and on the Air Operations Area; 
checking abandoned vehicles; and locating stolen vehicles. 

10/10.2 General - Public Assistance 

The following procedures shall be followed by all officers pertaining to traffic ancillary services duties: 


A. Information 
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Officers shall provide information to the general public pertaining to public transportation, 
freeway access and usage, and directions in and around the Airport area, the City and County 
of Los Angeles, and the San Bernardino County. 


B. Disabled Motorists 
1. Highways/Streets 


Officers shall assist stranded or disabled motorists encountered while on duty, ascertain the 
type of assistance needed (jump start, fuel, flat tire, minor repairs, etc.), and, if requested by the 
citizen, have Communications contact: the Airport contract tow service, if within the Airport Area; 
a private tow service of the citizen's choice (i.e. - AAA). If no phones are available at the 
location, the officer will request Communications contact the chosen tow service, or if out of 
range of radio communications, will transport the citizen to the nearest safe phone location. In 
either case, the officer will obtain an estimated time of response for the tow service. 


Note: If the officer on the scene determines that the disabled vehicle is creating a traffic hazard, 
the Airport contract tow service will be immediately contacted by Communications and the 
vehicle removed to a safe location, or if outside of the Airport area, the officer, where safe, will 
set up a flare pattern to divert traffic around the disabled vehicle and contact the local law 
enforcement agency with appropriate jurisdiction to respond to the location. 


2. Disabled Motorist on the Air Operations Area 
If a disabled Airport tenant motorist is observed on the Air Operations Area, officers will 
determine: if the tenant vehicle is a traffic or aircraft safety hazard; if the tenant company has 
been notified; and estimate time of removal of the disabled vehicle. 
Note: Officers shall immediately contact both the on-duty Airfield Operations Superintendent 
and LAWA Garage or Maintenance and request removal of any disabled vehicle determined to 
be a traffic or aircraft safety hazard, and shall stand by that location until the vehicle is removed. 
(Refer to Section 8/2.8 — AOA Impound Procedures). 

Special Requirements 
Under no circumstances shall an officer leave a stranded motorist in a hazardous location. If 
circumstances dictate (i.e. - high crime area, desolate location, night hours, age and sex of the 
motorist), the officer shall transport the motorist to the nearest safe location (i.e. - Airline 
Terminal, 24 Hour Coffee shop or service station) and assist the motorist in arranging alternate 
transportation. 


When transporting a motorist in a non-custodial situation, officers shall follow procedures 
outlined in Section 12/2.1, Subsection C - Transportation. 


C. Emergency Assistance for Motorists 
1. Medical Emergencies 


When a motorist requires medical assistance, officers shall: 
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Contact Communications and request Paramedics respond to the scene if inside the Central 
Terminal Area; 


Contact Communications and request Paramedics respond to the location if outside the Central 
Terminal area or on the Air Operations Area; 


In either case, officers will inform Communications of the type of injury, condition of the victim 
(any bleeding, visible injury, is the person conscious?), and request an estimated time of arrival 
for Paramedics; 

Officers shall render First Aid, if necessary, until the arrival of Paramedics; 

Officers shall not escort civilian vehicles during a medical emergency. If circumstances are so 
severe that waiting for Paramedics would prove life threatening, officers will transport the injured 
party in a marked black and white patrol vehicle with emergency equipment and request 
permission from the Watch Commander for "Code 3" response to the nearest hospital. 

Fires 

Whenever a fire is observed either in a vehicle on or near a roadway, officers shall: 


Request Communications contact LAFD or the fire department with appropriate jurisdiction; 


Give location of the fire; type of fire; estimation of area involved, and; request additional units, if 
needed, for traffic/crowd control; 


Maintain an ingress/egress for fire equipment or other emergency vehicles; 


If the fire is extinguished by officers using patrol vehicle fire extinguishers, officers will request 
the fire department be notified and stay at the location until the fire department arrives. 


Note: Officers shall transport a partially or fully depleted patrol vehicle fire extinguisher to Field 
Maintenance and exchange it for a fully charged extinguisher. 


10/10.3 Road Conditions 


A. 


1. 


Debris 
Whenever debris is observed on a road or street that creates a traffic hazard, officers shall: 


Contact Communications about the debris, give the location, and request City Street 
Maintenance response to remove the debris, including ETA; 


Place cones, delineators, or flares to guide motorists around the debris. 


Whenever debris is observed on LAWA property, airport tenant leasehold area, or the Air 
Operations Area, on or near a service road, that creates a traffic hazard, officers shall: 


Notify Communications about the debris, the location, request Maintenance respond to remove 
the debris, and notify City Operations if debris is a hazard to aircraft movement; 
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Place cones and delineators to guide tenant motorists around the debris. Officers will remain at 
the location until the debris is removed and is no longer a hazard. (Refer to the airport's Rules 
and Regulations). 


Note: This section does not prevent officers from removing debris if it can be accomplished in a 
safe manner by the officer. 


Defects in roadway/Defective highway safety feature 


Whenever defects on a roadway or defective highway safety features are observed that create a 
traffic hazard, officers shall: 


Notify Communications about the defect, the location, and request City Street Maintenance 
respond to repair defect; and, 


Place cones, barricades, or delineators around the defect to warn motorists of the hazard. 
Whenever defects on service road or defective highway safety features are observed on LAWA 
property, airport tenant leasehold areas, or the Air Operations Area, that creates a traffic 
hazard, officers shall: 


Notify Communications about the defect, the location, request Maintenance respond to repair 
the defect; 


Notify City Operations if the defect is a hazard to aircraft movement; 


Place cones, delineators, or barricades around the defect to warn tenant motorists of the 
hazard. 


NOTE: Due to the danger of fire and/or explosions created by aircraft fuel, the use of flares on 
the Air Operations Area is prohibited. 


Damaged/Malfunctioning/Obstructed mechanical traffic control devices 


Whenever damaged, malfunctioning or obstructed traffic control devices are observed, officers 
shall: 


Notify Communications about the traffic control device, the location, request Department of 
Transportation Traffic Signal Repair or the local jurisdictional agency responsible to respond to 
repair the traffic control device, and request Department of Transportation or the local 
jurisdictional agency responsible respond for traffic control, if appropriate; 


Direct traffic at the affected intersection or street until relieved by Department of Transportation 
personnel or another Division officer, or the local jurisdictional agency responsible arrives or 
until repairs are completed. 

Damaged/Missing/Obstructed Traffic Control/ Informational Signs 


When damaged, missing, or obstructed traffic control or informational signs are observed, 
officers shall: 
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Notify Communications about the sign and the location; 


2. If the sign is outside the Airport area but inside the City of Los Angeles, Department of 
Transportation will be contacted. If the sign is within another jurisdiction, the appropriate law 
enforcement agency will be notified. If the sign is within the Airport area or Air Operations Area, 
Maintenance will be notified for repair purposes or removal of obstruction. 

E. Defective roadway lighting systems 
When defective roadway lights are observed, officers shall notify Communications of the 
defective lighting, the location, and request Department of Water and Power or the local 
jurisdictional agency responsible respond for repair purposes. 

F. Abandoned Vehicles (refer to Section 10/8.5) 

10/10.4 Hazardous Materials on Roadways 


For purposes of this section, Hazardous Material is defined as any material, which may have a harmful 
effect on life, health, or the environment. 


Whenever a citizen reports, or an officer observes, an accident or unusual incident on or near any 
roadway, either in the Air Operations Area or adjacent areas surrounding the boundaries of any of the 
Los Angeles World Airports, involving what may be hazardous materials, the following procedures shall 
be followed: 


A. 


1. 


a. 


The first officer on the scene shall: 

Follow basic requirements for a Haz-Mat incident, which include all officers: 
Remain upwind of the incident; 

Avoid coming in contact with any unidentified material; 

Observe the scene for signs of possible Haz-Mat. 


After making an assessment of the incident, notify Communications of a possible Haz-Mat 
incident, and: 


Give location, type of structure or vehicle involved, and the size of area involved; 


Request LAFD or the local jurisdictional agency responsible, a supervisor, and number of 
additional units required to respond; 


Determine and broadcast access routes to be used by responding units 

Establish a staging area for responding units upwind and at minimum approximately 2,500 feet 
from the incident, and have units positioned facing out from the incident in case of immediate 
evacuation of the staging area. 


Upon arrival to the Haz-Mat incident, the supervisor shall: 
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1. Confer with the first responding officer(s) on the scene to determine all facts known of the 
incident, then delegate one officer as log officer, and another as communications officer; 


2. Establish a Field Command Post, and if needed, request the Mobile Command Post respond to 
the scene; 

3. Deploy officers around the Haz-Mat incident with orders to deny access to all vehicular and foot 
traffic; 


A map or rough drawing of the area should be used to show locations which units are deployed 
and their locations. 


4. Meet with the LAFD or the local jurisdictional agency captain or battalion commander, who will 
be the Incident Commander and any other law enforcement supervisor (i.e. LAPD, El Segundo, 
OPD, etc.), at the Field Command Post and brief them on the situation/deployment. If the 
Incident Commander determines that unknown hazardous materials are present, LAFD will 
contact their Haz-Mat Unit to respond for LAWA/LAX; 


5, On arrival of the Los Angeles County Department or the San Bernardino County Department of 
Health, another briefing will be held to update the situation; 


Note: The supervisor and officers will remain at the scene until the County Department of Health 
determines that the scene is secure. 


6. If the incident occurs on the Air Operations Area, City Operations shall be notified. 
10/10.5 Traffic Awareness 

The LAWA Police coordinates with the Los Angeles World Airport's Media Relations Division in 
disseminating traffic conditions and public parking availability to the general public via local radio 


broadcasts (530 AM) which are updated as traffic fluctuates throughout the Airport. 


10/11 Driving Under the Influence Arrest Procedures 


10/11.1 Policy 

A. An arrest for driving under the influence shall be made when: 

A. An officer witnesses a person commit the elements of driving while under the influence; or, 
2. The under-the-influence driver was lawfully detained by an officer of this or another law 


enforcement agency; or, 


3 The under-the-influence driver was lawfully arrested or detained by a private person who 
witnessed the driving element of the offense. 


B. An arrest may be made for CVC 23152(a) per authority of CVC 40300.5 when a traffic collision 
has occurred but the arresting officer did not witness driving, when: 


1. The arresting officer has reasonable cause to believe that a person involved in the traffic 
collision was driving a vehicle while under the influence of intoxicating liquor, or the combined 
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influence of intoxicating liquor and any drug; and, 
The arrest is affected as a continuous uninterrupted portion of the investigation. 


Note - The arrest shall be limited to the location of the traffic collision or the location of any 
timely follow-up investigation. 


The element of being under-the-influence shall be based on the objective symptoms observed 
by the arresting officer. Results of other examinations shall be corroborative evidence only. 


10/11.2 Procedures 


A. 


Sobriety Examination 
A sobriety examination shall be completed when an officer: 
Is investigating a suspect for driving-under-the influence; or, 


Is investigating a traffic collision and an involved driver displays any objective symptoms of 
being under-the influence, regardless of whether the driver is arrested. 


When a suspected under-the-influence driver refuses to submit to a field sobriety test, the 
investigating officer shall read the Field Sobriety Test Admonition to the driver and make 
available the preliminary Alcohol Screening (PAS) Device, if such device and trained officer are 
reasonably available. 


Preliminary Alcohol Screening Device 


Airport Police Officers shall be trained in the use and handling of the Preliminary Alcohol 
Screening Device (PAS) prior to using the instrument in the field. At no time shall an officer, who 
is not trained in the use and handling of the PAS, check out a device. The PAS device shall be 
checked out and checked in by a supervisor or Watch Commander. 


The PAS Device shall be inspected and tested prior to checking out the device. The device shall 
have a supply of sealed and unused mouth pieces available with the instrument prior to 
checking out the device. Any defects or failure of the device to perform shall be immediately 
reported to a supervisor and taken out of service. The supervisor shall contact the PAS 
Coordinator or Motor Unit Sergeant immediately, upon discovering a defective unit. 


The PAS Device shall be kept in the hard case at all times, when not in use. Upon completion of 
field use, the instrument shall be immediately placed in its storage hard box container to 
preserve the instrument. 

The PAS Coordinator or Motor Unit Sergeant shall be responsible for collecting each PAS 
device each month for the collection and archiving of data from each device, and for proper 
calibration for reliability as outlined in California Code of Regulations, Title 17. 

Use of the PAS 


Officers may use a Preliminary Alcohol Screening (PAS) Device to assist in establishing 
reasonable cause, if they believe a person is driving under the influence 
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(DUI) of alcohol. 


The officer shall advise the person that the Preliminary Alcohol Screening Device (PAS) is being 
requested to assist in determining whether the person is under the influence of alcohol or drugs, 
or a combination of the two. Unless the person is under the age of 21, he/she shall be advised 
that the PAS test is voluntary. The officer shall also advise the person that submitting to a PAS 
test does not satisfy his/her obligation to submit to a chemical test, as otherwise required by law 
(Vehicle Code 23612(i)). 


Minors under 21 

If an officer lawfully detains a person under 21 years of age, who is driving a motor vehicle, and 
the officer has reasonable cause to believe that the person has a blood alcohol content of 0.01 
or more (23136CVC), the officer shall request that the person take a PAS test to determine the 
presence of alcohol in the person. If a PAS test device is not immediately available, the officer 
may request the person to submit to chemical testing of his/her blood, breath or urine, 
conducted pursuant to Vehicle Code 23612 (d) (2)) (Vehicle Code 13388). 

If the person refuses to take or fails to complete the PAS test or other chemical test, or if the 
result of either test reveals a blood alcohol content of 0.01 or more, the officer shall proceed to 
serve the person with a notice to order of suspension pursuant to this policy (Vehicle Code 
13388). 

Driving-Under-The-Influence (DUI) Drug Arrest Procedures 


When an arrest is made for driving under-the-influence of drugs or combination of drugs and 
alcohol, the arresting officer shall: 


Admonish the arrestee regarding a chemical test as per the Chemical Test Admonition on the 
DUI Arrest Report; 


Administer a chemical test to the arrestee (Refer to Section C). 


Note - Whenever possible, a breath test should be administered to determine alcohol 
intoxication. 


If the breath test is obtained and the results are 0.8% or higher, and the level and type of 
impairment exhibited by the arrestee are consistent with the breath test, book the arrestee for 
CVC 23152(a). 

Drug Recognition Expert (DRE) 


A DRE or Police-recognized narcotics expert is responsible for evaluating and rendering an 
opinion of the drug influence of DUI drug arrestees. As part of that examination, the expert: 


Advises the arresting officer of any additional tests required; 
Determines if medical treatment (MT) is needed; 


Completes the Drug Influence Evaluation Form. 
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Enters a brief description of the findings and the examining officer's name and serial number in 
the "Remarks" section of the Booking Recommendation. 


Some indicators of drug influence that may require an examination by a DRE or, if one is not 
available, by an Police -recognized narcotics expert are: 


Field sobriety test performance inconsistent with the Breath Testing Device level; 
Admissions by the arrestee that he/she is under the influence of drugs; 


The medical treatment (MT) indicates the use of drugs, possible hypodermic marks, or evidence 
of recent ingestion; 


Breath Testing Device reading is .08% or higher, but the level or type of impairment exhibited by 
the arrestee is not consistent with the Breath Testing Device reading; 


When an arrestee has a Breath Testing Device reading of less than .08%; 
Possession of drugs or drug paraphernalia. 


Include the Drug Influence Evaluation form completed by the DRE or the Police-recognized 
expert as a page of the Arrest Report. 


Note: If the DRE or Police-recognized narcotics expert determines that the arrestee is under the 
influence of a drug that falls within California Health and Safety Code (H&S) Section 11550 
(Cocaine, heroin, PCP, amphetamines, methamphetamine, or methaqualone), the arresting 
officer shall book the arrestee for DUI (Drugs, or alcohol and/or drugs) and request a filing for 
11550 H&S in the Arrest Report narrative. 


If an on-duty DRE or Police-recognized narcotics expert is not available, the arresting officer 
shall obtain an MT for the arrestee and request the examining physician to include his/her 
observations of the arrestees signs and/or symptoms and an opinion as to the arrestees drug 
influence. 


Note - Refer to Section III.F.a. (8) for urine sample procedures of arrestees suspected of driving 
under the influence of both alcohol and drugs. 


Chemical Test Admonition 


Prior to administering a chemical test to a driving-under the- influence arrestee, the Chemical 
Test Admonition section of the Driving-Under-The-Influence Arrest Report shall be read to the 
arrestee. The name and serial number of the admonishing officer shall be entered in the space 
provided in this section. 


After a breath test, if the arrestee is suspected of driving under the influence of alcohol, the 
Additional Chemical Test Admonition section of the Driving-Under-The- Influence Arrest Report 
shall be read to the arrestee. The name and serial number of the admonishing officer shall be 
entered in the space provided in this section. 


If drug use is suspected, the Drug Admonition of the Driving-Under-The-Influence Arrest Report 
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shall be read to the arrestee instead of the Additional Chemical Test Admonition. The name and 
serial number of the admonishing officer shall be entered in the space provided in this section. 
Breath Test 
Use of Equipment 


An INTOX EC/IR is located in the LAWA Police station holding facility at LAWA/LAX. Operation 
of this instrument shall be restricted to personnel who have been trained in its use. 


Arresting officers not trained in the use of this instrument shall ensure that the examination is 
administered by an officer trained in its use. 


Prior to administering the test, the testing officer shall observe the arrestee for a 20-minute 
period, during which the subject shall not have eaten, drunk, smoked, or vomited. 


Note: If the arrestee vomits, eats, drinks, or smokes between sampling, the pre-testing 
observation shall be repeated. 


In order to be valid, the results of two breath samples shall be within 0.02% of each other. A 
total of three (3) breath samples can be obtained from one subject to determine if they agree 
within 0.02% before the test will be ended. If two of the results are not within 0.02%, begin a 
new test or consult the Watch Commander 

Retain the records from all tests. 

The permanent Test Record shall be stapled to the EC/IR Operator Checklist on the space 
provided. If the Test Report is longer than the Check List, the tape shall be folded in a manner 
that will not interfere with reading the test results. 


The EC/IR Operator Checklist shall be completed by the testing officer and attached to the 
Arrest Report. 


Blood Test 

Criteria for Requesting 

A blood sample may be requested in the following situations: 

The arrestee indicates a willingness to submit to a blood test incidental to the arrest. 


Exception - When the arrestee initially consents to a blood test and then has a change of mind 
prior to the blood being withdrawn, a blood sample shall not be taken. 


The arrestee is in custody for a felony and the level of intoxication would be an essential 
element in the alleged violation. 


Note - Only reasonable force, in accordance with Section 7/4.1 may be used to remove blood 
from a felony arrestee who demonstrates an unwillingness to cooperate. 


The arrestee is unconscious or is so impaired and is unable to consent to a chemical test. When 
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such a condition exists, the following steps shall be taken in order to determine if the arrestee is 
a hemophiliac or a heart patient possibly using anticoagulant medication: 


Check for medical information on the arrestees person, such as a "Medic Alert" bracelet or 
necklace, or any other item indicative of the arrestees medical background. 


If a relative or friend of the arrestee is present who can provide information about the arrestees 
medical condition, record the name, the relationship to the arrestee, and the statements of that 
person in the arrest report. 


Inform the attending physician of all information in the officer's possession which may have a 
bearing in the arrestee’s physical condition. 


Whenever a blood sample is to be obtained from an arrestee, the arresting officer shall transport 
the arrestee to the nearest authorized medical facility and complete a Request for Withdrawal of 
Blood and give the form to the medical facility staff. 


Refusal to Draw Blood 


When a physician or hospital employee authorized by Section 23158 CVC refuses to withdraw a 
blood sample, the officers having custody of the arrestee shall request a supervisor to respond 
to their location. Upon arrival, the supervisor shall: 


Become familiarized with the situation including a determination that the arrest and officer's 
action 
conformed with Division policy; and, 


The refusal by the hospital employee to withdraw blood; and, 


Attempt to contact an administrator of the hospital who may advise the refusing employee as to 
responsibilities according to the contract provisions of the hospital to the City; 


When the employee still refuses to withdraw a blood sample, the supervisor shall then request 
the arrestee to submit to one of the other two remaining chemical tests. When the arrestee 
refuses or is unable to complete the other tests, the supervisor shall advise the officers to 
complete the appropriate arrest report, including a notation regarding the absence of a chemical 
test. 


Note - If a hospital employee refuses to withdraw a blood sample and the arrestee declines the 
remaining tests, the arrestee may be transported to the Jail Division Dispensary to obtain the 
blood sample. 


Obtaining, Packaging and Booking 

The withdrawal of all blood samples shall be witnessed by the requesting officer. Officers 
obtaining blood samples for alcohol or drug analysis shall, in addition to following the 
procedures outlined on the Analyzed Evidence To Be Refrigerated Envelope, place the 
arrestees booking number above the officer's serial number when completing the Sealed 
Evidence Label. 


Whole blood samples shall be booked according to existing policies for the booking facility used. 
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Urine Test 


After obtaining consent to collect urine sample, officers shall transport the arrestee to the 
appropriate booking facility and obtain the urine sample at the facility. 


An officer of the same sex as the arrestee shall: 
Escort the arrestee to an appropriate restroom facility; 


Instruct the arrestee to empty his/her bladder, and remain present while the arrestee empties 
his/her bladder; 


Wait twenty minutes before attempting to collect a urine sample; 
Provide the arrestee with a pretreated urine sample container; 
Ensure that the container is not rinsed prior to collecting the sample; 
Remain present while the arrestee provides a urine sample; and, 


Ensure that the label identifying the chemist responsible for preparation of the container is not 
removed; 


Note - Protective gloves shall be worn when handling a urine sample. 

If the arrestee is suspected of being under the influence of both drugs and alcohol, obtain the 
first void for the possible detection of drugs and the second void for the possible detection of 
alcohol. Both samples shall be marked accordingly and booked as evidence. 

Reporting Requirements 

The Driving-Under-the-Influence Arrest Report (Continuation) shall indicate: 

The time the bladder of the arrestee was first emptied; and, 

The time the urine sample was collected; and, 

The name of the employee who administered the urine test. 

Note - When an arresting officer becomes aware that an arrestee has emptied his/her bladder 
after coming into the custody of the officer, the twenty minute waiting period shall begin at the 
time the bladder was first emptied. The time and circumstances of the emptying shall be 
recorded on the Driving-Under-the-Influence Arrest Report (Continuation). 

Booking Urine Sample 


Officers booking a urine sample in a Police booking facility shall: 


Ensure the lid is placed tightly on the container; 
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Place a completed Sealed-Evidence Label in the side of the container, and place the arrestees 
booking number above the officer's serial number when completing the Sealed-Evidence Label; 


Complete the Analyzed Evidence To Be Refrigerated Envelope and check the appropriate box 
("Alcohol Analysis" or "Drug Analysis"); 


Place the container in the Analyzed Evidence Envelope; and, 
Seal the flap of the envelope with a completed Sealed-Evidence Label. 


Alcohol urine samples shall be booked according to existing policies for the booking facility 
used. 


Refusal to Submit to or Complete Chemical Test 

When a person arrested for driving a motor vehicle while under the influence of alcohol/drugs 
refuses to submit to or complete a chemical test, the arresting officer shall complete the 
Notification of Refusal to Submit to or Complete Chemical Testing section of the Driving-Under- 
the-Influence Arrest Report (Continuation). 

Administrative Per Se Order of Suspension 

When an officer makes an arrest for a violation of CVC Section 23152 or 23153 where the blood 
alcohol count (BAC) is .08% or above, or if the arrestee requests a blood or urine test or refuses 
all tests and the arresting officer believes that the BAC would be .08% or higher, in addition to 
the regular arrest procedures, the arresting officer shall: 

Confiscate the California Driver's License of the arrestee, if it is in the arrestee’s possession; 


Complete a DMV Form DS 367 (Officer's Statement) if the driver is age 21 or older or a (DMV) 
Form DS 367M if the driver is under age 21; 


Complete a Department of Motor Vehicles (DMV) Form DS 367 (Administrative Per Se 
Suspension/Revocation Order and Temporary Driver License); a Issue a copy of this form, 
which is a 30-day temporary driver's license, to the arrestee; 

The original copy shall be forwarded to DMV, and a copy attached to the Arrest Report. 
Obtain approval for the Arrest Report and forward the completed forms (DS 367 or DS 367M ) 
and the arrestees California Driver's License, along with a photocopy of the Intoximeter 
Operator Checklist, to the appropriate DMV office; 


Note - The law states that all required reports and forms must be received by DMV within five 
(5) working days of the date of arrest. 


Booking of Blood or Urine Sample. 


Place the blood or urine sample in an Analyzed Evidence Envelope and book the evidence per 
Part Ill, Sections E.4 and F.3 of this Section. 


Boldly print in red ink "ADMIN PER SE" on the left side of the Analyzed Evidence Envelope. 
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Legibly print the arrestee’s CDL number and date of birth on the back of the Analyzed Evidence 
Envelope. 
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11/1. Arrests and Arrest Procedures 

11/1.1 LAWA Police Officers as Victim 

Whenever arrests are made for violations of California Penal Code (C.P.C.) Section 148, 241, 243, 

245(b) and 415 involving LAWA Police Officers as victims while acting in the capacity of peace officers, 

the following procedures are established: 

A. Officers Responsibility 
When an on-duty LAWA Police officer is a potential victim of one or more of the above 
enumerated Penal Code Sections, he/ she shall ensure that a prima facie case exists prior to 
effecting an arrest. 


B. Supervisory Responsibility 


Supervisory personnel shall review all the facts to ensure a prima facie case exists, and that 
booking for one of the listed sections is clearly appropriate and warranted. 


C. Reporting Requirements 
All reports connected to such an incident shall be distributed to the Chief of Airport Police, the 
concerned Assistant Chief, and the concerned Section Commanding Officer as soon as 
possible after the occurrence. In no case shall reports be submitted later than 0900 hours the 
following day, exclusive of weekends and holidays. 

11/1.2 Booking and Report Approval 

LAWA/LAX 


When booking arrestees at LAPD Pacific Division Jail, the following procedures shall be followed: 


A. All arrests and related reports completed by LAWA/LAX Police personnel shall be reviewed by 
the LAPD Watch Commander at Pacific Station for booking approval. 


B. Crime reports completed by LAWA/LAX Police personnel, which do not involve an arrestee, will 
be submitted to a LAWA Police supervisor prior to being submitted to the LAPD/LAX Field 
Services Division (substation). 

LAWA/VNY 


VNY Airport is located in Van Nuys Division, but borders two adjacent LAPD geographical divisions: 
Mission and Devonshire. The following procedures have been adopted: 


A. All arrests and related reports completed by LAWA/VNY Police personnel shall be transported 
to the Watch Commander at the LAPD geographical division in which the reportable incident 
occurred for review and/or booking approval. 


B. Crime reports completed by LAWA/VNY Police personnel, which do not involve an arrestee, will 
be submitted to the LAWA/VNY watch commander for review prior to being submitted to LAPD. 
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LAWA/PMD and LAWA/ONT 


LAWA Police assigned to LAWA/PMD and LAWA/ONT shall follow booking and report approval 
procedures as specified by the law enforcement agency with jurisdictional authority of the booking 
facility. 


11/1.3 Miranda Admonition 


The Fifth Amendment to the United States Constitution states that a person "shall not be compelled in 
any criminal case to be a witness against himself." 


The United States and California Supreme Courts have interpreted this to mean that a suspect must be 
given Miranda "warnings" and waive his/her Fifth Amendment rights prior to custodial interrogation 
(Miranda (1966) 384 U.S. 436; Jennings (1988) 46 Cal.3d 963). In other words, the suspect must be in 
"custody" and about to be "interrogated" before warnings are required (Morris (1991) 53 Cal.3d 152, 
199; Haskett (1990) 52 Cal.3d 210, 243; Mitchell (1990) 221 Cal.App.3d 1510, 1516). "Absent 
‘custodial interrogation,’ Miranda simply does not come into play."(Mickey (1991) 54 Cal.3d 612, 648). 


Note - See juvenile exception below. 


If the suspect is a juvenile, custody alone will require that you advise the juvenile of his/her rights, 
regardless of whether or not you intend to interrogate the juvenile (Welfare and Institution Code, 
Section 625). 


It is the policy of the Los Angeles World Airports Police to protect the individual rights of those taken 
into custody, as well as the integrity of criminal cases. Confessions and admissions shall be obtained 
on a voluntary basis, without coercion or duress. 


Volunteered and spontaneous statements are not barred, and no warnings need be given preceding 
them. However, in custody questioning initiated by the police officer in clarification or amplification of 
the volunteered or spontaneous statements shall be preceded by a Miranda admonition consistent with 
this policy. 


A. Definitions 


1. Interviewing - Refers to a non-custodial conversation conducted by an officer, in which 
information is elicited to discover facts or statements. 


2. Interrogation/Questioning - Actions taken or words used by an officer, for which an officer 
intends to or should know are reasonably likely to elicit an incriminating response or admission 
of guilt from a suspect in custody. 

a. Custody - Whenever a suspect is in custody, a Miranda warning must be given before 
questioning. led to believe, as a reasonable person, that he/she is so deprived. There is no 
simple rule for determining custody. Custody is determined on a case by case basis considering 
the following factors: 

° The site of the interrogation; 


° Whether the investigation has focused on the suspect; 
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Whether viewed objectively, the suspect has been arrested; and, 
The length and form of questioning. 


The more a suspect's freedom of action is limited, the more likely that a Miranda warning should 
be given (People v. Stansbury (1993) 4 Cal.4th 1017, 1050). 


Arrest - If a suspect has been formally arrested, he/she is in custody and shall be "warned" 
(advised of his rights) prior to questioning, in accordance with Miranda. 


Miranda Admonition 

When Not to Admonish 

Do not "Mirandize" adult persons in custody under the following conditions: 

When the suspect is in custody for homicide; 

When the suspect is in custody for a crime against a person, and that victim is hospitalized; 


When the suspect is in custody for a crime that is the investigative responsibility of a specialized 
unit (i.e. Bunco-Forgery); 


When the crime is considered a conflict case (i.e. -battery on a peace officer); or, 
When the crime requires extensive follow-up or expertise. 


Therefore, no persons shall be interrogated under the above circumstances. However, juveniles 
must be Mirandized. 


Interrogation/Questioning 

Prior to custodial interrogation/questioning, or the taking of any oral or written statements, the 
officer shall read the suspect the Miranda Admonition as printed on the front of the officer's 
notebook, as follows: 

You have the right to remain silent. Do you understand? 


Anything you say may be used against you in court. Do you understand? 


You have the right to the presence of an attorney before and during questioning. Do you 
understand? 


If you cannot afford an attorney, one will be appointed for you, free of charge, before any 
questioning, if you want. Do you understand? 


After the admonition has been read to the suspect, the officer may ask either of the following 
questions to obtain an expressed waiver. Record the answer per Section 11/1.3, Subsection B, 
Paragraph 4: 


Do you want to talk about what happened? 
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Do you want to tell your side of the story? 


The officer may explain, or request a supervisor to explain, any portion of the rights that the 
person in custody does not understand. 


If the person understands his/her rights and wishes to give a statement, any statements made 
are considered voluntary. 


If, at any moment, the suspect wishes to stop talking, remain silent and/or requests an attorney 
present during questioning, the interrogation shall cease (See Section 11/1.3, Subsection B, 
Paragraph 4). 


Waiver of Rights 


Suspects may waive their constitutional rights, but must do so knowingly, voluntarily, and 
intelligently after their constitutional rights have been read to them and they have indicated 
understanding. 


Documentation of Waiver of Rights 


It may be necessary for the officer to testify to the precise language used to warn the person 
and the precise language used by the suspect in the waiver of rights. Thus, the officer must 
accurately document this information precisely quoting the suspect's responses (See Section 
11/3.1, Subsection D - Reporting Requirements). 


Re-Questioning 


Once a person in custody has indicated a desire to respond only through counsel, all 
questioning shall cease until counsel is available. However should the person in custody initiate 
further communications, exchanges, or conversations with the officer, the officer must re- 
Mirandize the suspect and obtain a valid waiver from him/her prior to further questioning. 


Juveniles 


"Whenever a minor is taken into temporary custody on the grounds that there is reasonable 
cause for believing that he/she habitually refuses to obey the reasonable orders of his/her 
parents, guardian or custodian under Welfare and Institution Code 601, is a truant under 
Welfare and Institution Code 601, violated a curfew, committed a crime, violated an order of the 
juvenile court or escaped from any court ordered confinement, the minor must be advised of 
his/her Miranda rights." (Welfare and Institution Code (W.I.C.) Section 625). 


Miranda Admonition - Juveniles 

When a juvenile is detained, the detaining officer shall, as soon as practicable, advise the 
juvenile of his/her constitutional rights, regardless of whether the officer plans to interview the 
juvenile (W.I.C. Section 627). The detaining officer shall also notify the juvenile's 
parent/guardian of the detention. 

The detaining officer shall first inquire whether the juvenile understands each portion of the 
Miranda warning. If the officer determines that the juvenile understands the Miranda warnings, 
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the officer shall then ask whether he/she wishes to waive his/her rights. 


Note - No questioning shall take place unless and until an intelligent, voluntary, and knowing 
waiver is obtained from the juvenile. 


No juvenile shall be interrogated if the conditions outlined in Section 11/3.1, Subsection B, 
Paragraph 1 exist. 


If a juvenile requests to see his/her parents/guardians upon being advised of his/her 
constitutional rights, this shall be considered an assertion of his/her rights and the interview 
ceases. 

Interrogating Juveniles 

To prevent allegations of coercion during the interrogation of a juvenile, no more than two 
persons shall conduct the session. Consideration shall be given to the time and duration of the 
interview and the physical needs of the juvenile. 


Reporting Requirements 


LAWA/LAX and LAWA/VNY 


1. 


LAPD Arrest Report face sheet 


Under the Admonition of Rights section on the LAPD Arrest Report face sheet, indicate the 
name and serial number of the officer who administered the Admonishment. If the suspect was 
not admonished, enter NOT ADVISED. 


Driving-Under-The-Influence Arrest Report 


The Admonition of Rights shall be given after chemical testing and before asking specific 
questions found on Page 3 of the Driving-Under-The-Influence Arrest Report. Any response to 
questions asked shall be recorded as indicated on page 3 of the report. 


Statements of Suspect 


When LAPD Arrest Reports are used, LAWA Police personnel shall follow LAPD reporting 
policy. Thus, statements of suspect(s), including those taken upon appropriate Miranda 
warnings, shall be recorded on LAPD Arrest Reports in chronological order. A separate 
"Statements" section is not appropriate. 


LAWA/ONT and LAWA/PMD 


11/2 


LAWA Police assigned to LAWA/ONT and LAWA/ PMD shall follow reporting requirements in 
regards to Miranda Admonition and suspect statements as specified by the law enforcement 
agency with jurisdictional authority of the booking facility. 


Restraining Devices 


11/2.1 Procedures 
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Officers of the LAWA Police shall take into custody suspects violating Federal, State and Local 
ordinances, as well as those who are incapable of caring for themselves. Restraining devices 
are routinely employed by officers to maintain control of persons in custody to prevent escape 
and to prevent escalation and possible injury to the person(s) in custody or the arresting 
officer(s). 

The following procedures shall be followed by all officers for restraint device usage: 

General. 

Only the following restraining devices are authorized for use by employees of the LAWA Police. 


Metal handcuffs, manufactured by either Peerless or Smith and Wesson, in either single or 
double-hinged models. 


Plastic handcuffs 22 inches in length, disposable. 


The Ripps Hobble Restraint Device Model H-100, one inch wide polypropylene strap with a 
bronze snap-hook at one end and a steel friction-locking clip at the other. 


Combinations of restraining devices may be utilized. Officers shall monitor the blood circulation 
in the limbs of the person in custody to prevent injury or loss of blood circulation. 


Handcuffs 


Only LAWA Police approved handcuffs shall be used to handcuff any person. Officers shall 
ensure that the handcuffs are double-locked. 


Suspects arrested for a felony violation shall be handcuffed. However, there are circumstances, 
which would make the handcuffing of an arrestee inappropriate. Such circumstances can best 
be evaluated by the involved officer(s). Therefore, any decision made not to handcuff an 
arrestee must be based on available facts. Factors include, but are not limited to: 

The possibility of the person in custody escaping. 

The possibility of escalation of the incident. 

The potential threat to officers and other persons. 


Knowledge of previous encounters with law enforcement. 


An officer shall constantly monitor the actions of an unhandcuffed person in custody. If the 
officer believes it is necessary, he may, at any time, handcuff the person in custody. 


Handcuffing of misdemeanor prisoners is discretionary. 


If an arrested person or detainee gives any indication that he/she might become violent or 
combative, he/she shall be restrained. 


Mentally ill persons taken into custody shall be handcuffed when not restrained by means of a 
straitjacket or leather restraining straps. 
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Exception: When the mentally ill person's age or physical condition is such that the personal 
safety of the person and the officer will not clearly be jeopardized, the use of handcuffs shall be 
based on the officer's discretion. 


11/2.2 Plastic Handcuffs 


Plastic handcuffs allow the control and transportation of persons in custody when there is not a 
sufficient number of steel handcuffs available, or when their use is indicated by the situation. This 
restraining device is for use by officers as an alternative or reserve means of restraint. 


Plastic handcuffs are used for handcuffing non-violent persons in custody and should not be used to 
restrain combative or mentally ill persons. The cuffs are difficult to apply while attempting to gain 
physical control of a suspect. Additionally, some mentally ill or combative arrestees continue to struggle 
and resist these restraints once they have been applied, causing possible injury to their wrists. 


NOTE: Plastic handcuffs shall not be furnished to private persons for use. 


The plastic handcuff is prepared for use by inserting the serrated tip of the strap through the eye of the 
head located at the other end. The one-way locking action in the head of the plastic handcuff prevents 
the restraint from being loosened once applied. Care should be taken not to tighten the restraint more 
than necessary. 


A. Officers should prepare to cuff a person by inserting the serrated tip through the opening 
located at the other end, forming a loop, prior to contact with the suspect. The officer's weak- 
hand arm is then placed through the loop. The arrestee's hand should be placed behind the 
back, palms out, with the thumbs up. The officer's weak hand then grasps the person's thumbs. 
The loop is passed from the officer's weak hand arm, over the person's hands, and around the 
wrists. The cuff is then tightened to secure the wrists. 


B. The plastic handcuff shall be removed at the location of booking or detention. Officers shall 
remove the plastic handcuffs by cutting the cuff off the wrists of the person in custody. Officers 
shall never attempt to remove the plastic cuffs by forcing them over the person's wrists. 


11/2.3 Hobble Restraint Device - Ripp Hobble 


By utilizing the hobble restraint device, in conjunction with metal handcuffs, officers can control 
combative or violent arrestees. The only LAWA Police approved hobble restraint device is The Ripp 
Hobble, which is made of one-inch wide polypropylene webbed belting with a tested strength of 700 
pounds. The hobble has a one-inch wide steel, alligator-jawed, friction-locking clip and steel snap 
swivel. The overall length of the hobble shall be a minimum of 42 inches. All other hobbles are 
unauthorized. 


Note: Under no circumstances shall the hobble restraint device be applied to the head or neck of any 
person in custody. 


11/2.4 Hobbling 


A person is considered hobbled when they are handcuffed, their legs are held together with a "Ripp 
Hobble" restraint device, and the snap swivel end of that device is not connected to the handcuffs. 
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Note: A hobble restraint device may be applied to the arms as well, but this is not considered hobbling. 
A. Whenever it is determined that a person should be hobbled, the involved officers shall: 
1. Request additional officers to assist, if needed; 


2. Apply the hobble restraint device; and, 


3. Request a supervisor respond to the location. 

B. The responding supervisor shall follow procedures as outlined in Section 11/3.1. 

C. The arrestee shall be transported as outlined in Section 11/5.3.A.2. 

D. The involved officers shall include, in the "Additional" section of the Arrest Report, that the 


arrestee was hobbled and why the hobble was used. 
11/2.5 Total Appendage Restraint Procedure 


The Total Appendage Restraint Procedure consists of simultaneously securing all of a person's limbs 
(arms and legs). The individual's arms (wrists) are immobilized with handcuffs, and their legs are 
immobilized with the Ripp Hobble restraint device. The snap swivel end of the hobble restraint is then 
connected to the chain on the handcuffs. 


A. Only those personnel who have received LAWA Police -approved training in the total 
appendage restraint procedure may use it on a person. 


B. Whenever it is determined that a person is extremely violent and the total anppendage restraint 
procedure should be used, the involved officers shall: 


1. Request additional officers to assist, if needed; 

2. When possible, have a supervisor respond to the scene, prior to applying the total appendage 
restraint procedure. Otherwise, request a supervisor respond to the location whenever the total 
appendage restraint procedure is to be used; 


3. After using the total appendage restraint procedure on a suspect, ensure the suspect either 
remains on their side or is seated upright. 


4. Continuously monitor the respiratory status and level of consciousness of all persons restrained 
with the total appendage restraint procedure. 


a. If the person shows signs of medical distress, paramedics shall immediately be requested to the 
scene. 
b. If the person stops breathing, the handcuffs shall be removed while the legs remain hobbled. 


CPR procedures shall immediately be started and continued until relieved by paramedics. 
Sufficient back-up officers should be present in case the person regains consciousness and 
becomes violent. 


c If paramedics transport the person to a medical facility in total appendage restraint for medical 
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treatment, one officer shall accompany the person in the paramedic unit with the partner officer 
following in a patrol vehicle. 


De-escalating To Hobbling 


If a person is in total appendage restraint, that person shall remain in total appendage restraint 
until it appears their behavior no longer poses a serious or significant threat to their own safety 
or the safety of others. 


If it is determined to de-escalate to hobbling instead of utilizing the total appendage restraint 
procedure, the person shall be hobbled and transported as outlined in Section 11/5.3.A.2. 


Medical Treatment 


Whenever a person in total appendage restraint is to be transported to a booking facility, he/she 
shall be transported by private ambulance to a medical facility for medical treatment and 
medical clearance to book (see Section 11/5.3.A.1 for transportation procedures). 


Use of Force Reporting Requirements 


The involved officers shall complete a Use of Force Report, outlining the circumstances that led 
to the use of the total appendage restraint procedure. The responding supervisor shall complete 
a Supervisor's Use of Force Investigation. 


Booking Procedures 
Pre-Booking Policies and Procedures 
Information. 


The officers of the LAWA Police handle a wide variety of crimes and arrests for violations of 
Federal, State, and local laws and ordinances. Prior to transporting the arrestee to a booking 
facility, LAWA Police Officers shall transport the arrestee to an approved LAWA Police holding 
facility, for preliminary investigation, visual inspection and questioning by the Watch 
Commander or designee, and supervisory approval. Upon completion of the preliminary 
investigation, visual 

inspection and questioning by the Watch Commander, and supervisory approval, the arrestee is 
transported to an authorized booking facility. 


Note: Arrestees who fall under one or more of the categories specified in Part B are exempt 
from these requirements. 


Note: The LAWA/LAX holding facility is the only approved holding facility within LAWA. LAWA 
Police facilities not designated as an approved holding facility (i.e. LAWA/VNY Airport Police 
Office, LAWA/ONT Sergeant's Office, etc.) shall not be used for the purpose of temporarily 
detaining persons in custody nor shall detainees/arrestees be transported to these facilities. If 
an approved LAWA Police holding facility is not available, detainees/arrestees shall be 
transported directly from the field to the appropriate booking facility for proper disposition, with 
supervisory approval. 


Procedures 
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The following procedures shall be followed by all officers in pre-booking a person in custody at 
the LAWA Police holding facility. Note: The booking procedures of the booking facility in which 
an arrestee is booked shall apply when utilizing that facility. 


Whenever a person is taken into custody by a LAWA Police Officer, the officer shall ask the 
person in custody the following questions prior to transportation: 


Do you require any medical attention? 

Do you have or have you ever had: 

Tuberculosis? 

Venereal Disease? 

Hepatitis? 

A.1.D.S. or Symptomatic HIV disease? 

Do you have any current medical problems? Diabetes? Heart Trouble? Epilepsy? 
Do you have a pacemaker? 

Are you presently taking any medication? If yes, what type? 

(If female in custody) Are you pregnant? If yes, how many months? 


If the person in custody answers yes to any of the above questions, officers shall request a 
supervisor to respond to the arrest location. 


The responding supervisor shall: 
View the detainee, ask if he/she is injured and check for any visible signs of injury; 


If any signs of injury are visible, ask the detainee how the injury occurred. If necessary, request 
a CSI Unit respond to the location to photograph the detainee; 


Note: If a Use of Force occurred, document the detainee's responses (Refer to Section 
7/4.4.D.5.b for Supervisor Use of Force Investigation Report) and begin a Use of Force 
investigation. 


Perform a money count, if required (see Section 11/3.2.C - Money Count. Refer to Section 
11/3.2.C.2.b for exceptions to Money Counts in the Field); 


Determine what charge the arrestee will be booked for and where the booking is to be done; 
Note: This determination may be made at the arrest site, with supervisory approval. 


Approve the transportation when practical. 


If the person in custody answers no to the above questions, and does not fall under any of the 
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exceptions outlined in part C, that person shall be transported to a LAWA Police holding facility, 
if available. 
Arrestees with Orthopedic or Prosthetic Devices 


Whenever an officer arrests an individual in the field with an orthopedic or prosthetic device, the 
officer shall request a supervisor respond to the location. 


If the supervisor determines that probable cause exists to believe possession of the device 
could pose an immediate risk of bodily harm to anyone in the holding facility, the supervisor 
shall approve immediate transportation to the appropriate booking facility. Officers shall follow 
procedures mandated by the law enforcement agency with jurisdictional authority of the booking 
facility in regards to the booking of arrestees with such devices. 


If no probable cause exists, the arrestee may be transported and detained at a LAWA Police 
holding facility, if available, and shall be allowed to retain the device. 


Except under extreme conditions (hidden weapon, device used as a weapon, etc.), officers shall 
not remove nor attempt to remove orthopedic or prosthetic devices from arrestees unless 
articulable facts exist that would lead one to believe the device contains a hidden weapon or 
can be used as a weapon, or the person is being arrested for possession of a control substance 
and the officer believes that the prosthetic device may conceal other contraband. 

If it is determined that the device must immediately be removed, and the arrestee resists, 
additional officers and a supervisor shall be called to the scene to restrain the arrestee while the 
device is removed (see Section 11/2 for restraining procedure). The arrestee shall be medically 
cleared for booking at a contract medical facility or County Jail Inmate Receiving Center with a 
medical facility. 


The following types of detainee shall not be transported to nor detained ina LAWA Police 
Holding Facility: 


Persons who are unconscious or incoherent; 

Persons with obvious injuries or a major illness; 

Persons with life sustaining medications or appliances; 

Women in final trimester (seventh, eighth or ninth month) of pregnancy; 
Persons in convulsions; 

Persons suspected of swallowing objects; 


Persons with medical conditions that could affect others (i.e. - Tuberculosis, Hepatitis, A.I.D.S., 
etc.); 


Persons under the influence of alcohol who fall under the criteria of California Penal Code 
Section 647F (Refer to Section 11/5.3, Subsection J); 


Persons deemed to fall within the criteria of Section 5150 of the California Welfare and 
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Institution Code (Refer to Section 11/4.2, Subsection B, paragraph h, and Section 11/5.3, 
Subsection kK); 
Persons who are extremely violent (Refer to Section 11/4.2, Subsection G, paragraph 3). 
Searches 
The arrestee shall be searched upon arrival at the LAWA Police holding facility detention area 
and prior to transporting to the booking facility. The officer conducting the search shall be of the 
same sex as the arrestee, except in specific circumstances where there is a reasonable cause 
to believe that: 
The arrestee is believed to be armed with a weapon. 


Any delay in searching may result in destruction or loss of evidence 


All personal property taken from the arrestee shall be inventoried and placed in a plastic 
property bag with the inventory list signed by the arrestee. 


Money Count. 
At the Holding Facility 


Officers shall check arrestee's property for any money. In cases where the arrestee is in 
possession of any U.S. currency, the officer shall: 


Request a supervisor perform a money count in front of the arrestee and verify the amount with 
the arrestee. The supervisor shall make a note on his/her supervisory log of the results; 


Place the money in the appropriate “Money” Evidence envelope and complete the envelope in 
the following manner: 


Check the “Non-Evidence’” box; 
Enter the name of the arrestee in the “Name Booked To” section; 
Enter the different currency denominations in the“Currency Count Register” section; 


Seal the envelope with Evidence Tape. The envelope shall be placed inside the arrestee's 
property bag. 


In the Field 


If the officer determines that an arrestee fits the criteria of detainees that should not be 
transported to a LAWA Police holding facility and transported directly to a booking facility (refer 
to Section 11/3.1.B), the officer shall request a supervisor to respond to the arrest location to 
perform a money count. The supervisor shall respond with a Money Evidence envelope and 
perform the money count in front of the arrestee. The arresting officer shall complete the 
envelope as outlined in Part 1, sealed with Evidence Tape and transported with the arrestee. 
The supervisor shall note that a money count was performed in the field. The Watch 
Commander shall also note the incident and the amount the arrestee had in his/her possession. 
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If circumstances dictate that the arrestee be transported immediately, and performing a money 
count at the scene is impractical or unsafe, the supervisor shall direct the transporting officers to 
request a supervisor at the booking facility perform the money count. 


The involved supervisor shall note the incident in his/her Supervisor's Log, explaining the 
circumstances surrounding the decision not to perform the money count at the scene. 


Special Search Approval 


LAWA/LAX and LAWA/VNY 


Officers requesting a special search, as outlined below, shall complete the "REASON FOR 
SEARCH" section of LAPD Form 70-12.31.0 (Booking Approval) at LAPD booking facilities. The 
officer requesting the search shall check one of the justification boxes, and when applicable, 
articulate the reason(s) for the search and obtain authorization from the on-duty Watch 
Commander. This form shall be used by officers to request authorization to conduct a strip 
search or visual body cavity search. 


Note: Officers assigned to LAWA/ONT and LAWA/PMD shall follow special search procedures 
as specified by the law enforcement agency with jurisdictional authority of the booking facility. 


Strip Searches or Visual Body Cavity Search 


Arrestees in custody for an infraction, misdemeanor or felony offense shall not be given a strip 
search or visual body cavity search unless: 


The arrest involved a controlled substance; or, 


There is a reasonable and articulate suspicion that the arrestee is concealing contraband or 
weapons, regardless of the offense. 


The type and classification of the offense alone does not automatically provide reasonable 
suspicion. The totality of the circumstances in each situation should be considered in 
determining whether to conduct a strip search or visual body cavity search (i.e. - the nature of 
the offense, the arrestee displaying behavior which would lead officers to believe he/she is 
concealing contraband or weapons, the arrestee's criminal record, etc.). 


Note: Prior arrests involving weapons, controlled substances, violence, or the appearance and 
conduct of an arrestee may be considered as a factor in determining whether to conduct a strip 
search or visual cavity search. 


The term "contraband" as it applies to a strip search or visual body cavity search is restricted to 
controlled substances or other items that may pose a threat to the security of the booking/jail 
facility. Strip searches and visual body cavity searches shall not be conducted to recover 
evidence in the absence of a search warrant. 

Procedures 

Strip searches or visual body cavity searches shall be conducted in the following manner under 
the following circumstances: 
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After supervisory approval is obtained, the search shall be conducted in an area of privacy so 
that persons not of the same sex as the arrestee or not required for the search are excluded 
from the immediate area and are unable to observe the arrestee. 


Upon completion of the search, complete the "Results of Search" portion of the Booking 
Approval Form and include the information in the arrest report narrative. 


Officers conducting a strip search or visual body cavity search shall not touch the breasts, 
buttocks, or genitalia of the arrestee. 


Removing Objects from an Arrestee's Body 


When an officer conducting a strip search or visual body cavity search becomes aware that the 
arrestee has placed any object in the rectal area, the vaginal area, or under the breast or 
scrotum, the officer shall request the booking facility medical personnel to remove the externally 
located object, even if the object can be recovered without touching the arrestee. If no booking 
facility medical personnel are available, officers shall transport the arrestee to a contract 
hospital for removal of the object by either a physician, registered or vocational nurse, or an 
Emergency Medical Technician Level Il, licensed to practice in California. 


Note: These procedures do not alter the requirement that a search warrant be obtained when 
the removal of an object inside a body cavity (i.e. - vagina or anus) is necessary. 


Exception: In any case where the object observed is a weapon and there is an immediate and 
present danger of it being used against the officer, the officer may immediately recover the 
object. 

Arrestee Refusal. 


When an arrestee refuses to submit to a strip search or visual body cavity search, the officer 
conducting the search shall: 


Advise the arrestee that he or she will be searched. 


Place the arrestee in an isolation cell under observation until sufficient officers of the same sex 
as the arrestee are available to conduct the search. 


A supervisor shall be present during the search of combative or uncooperative arrestees. 
Physical Body Cavity Searches. 


Arrestees shall not be given a physical body cavity search except under the authority of a 
search warrant and under the following conditions: 


It shall be conducted under sanitary conditions by either a physician, registered or licensed 
vocational nurse, or Emergency Medical Technician Level II, licensed to practice in California. 


It shall be conducted in an area of privacy so that persons not of the same sex as the arrestee 


or not required for the search are excluded from the immediate area and are unable to observe 
the arrestee. 
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EXCEPTION: Licensed medical personnel are not required to be of the same sex as the 
arrestee. 


Arrest Warrants 
When a person is arrested by a LAWA Police Officer, it shall be the responsibility of the 
arresting officer, prior to booking, to check whether the suspect is the subject of an arrest 


warrant. 


If an Automated Want/Warrant System (AWWS) check shows a positive response, the officer 
shall: 


Compare descriptions on the warrant to the arrestee's physical characteristics to determine if 
the suspect is the person described on the warrant. 


If the arrestee has in his/her possession an LAPD Clearance Document, Form 8.20, or other 
similarly reliable document issued by another Law Enforcement Agency, or court, officers shall 
review the number and issue date of the AWWS warrant response, and compare that 
information to the warrant number and issue date of the clearance document. 


NOTE: The subject shall not be arrested for the AWWS warrant if the issuance date of the 
warrant is more than thirty (30) days prior to that of the court clearance document. 


Allow the arrestee to review a copy of each Warrant Information Sheet (WIS) for which booking 
is to take place. 


NOTE: Warrant abstracts are obtained at the facility to which the arrestee is to be booked. 


Write the name of the arresting officer(s), date, and time the subject reviewed the warrant(s) on 
the copy (ies) of the Warrant Information Sheet. 


The arresting officer(s) shall enter the warrant number and suspect's name on the Warrant 
Abstract Log if the suspect is booked into an LAPD facility. If the arrestee is to be booked in any 
other booking facility, the booking facility's procedures shall apply. 


If an arrestee is found to have an National Crime Information Center (NCIC), warrant officers 
shall: 


Transport the arrestee to a LAWA Police holding facility if applicable; 
Contact the originating agency and verify the warrant; 


Note: Advise the agency that the suspect has not been booked and request the agency not 
remove the warrant from the NCIC system. 


Check the warrant to determine if the return contains either a "Limited" or "NOEX" (no 
Extradition) designator. 


In all cases where limited extradition is indicated, suspects shall be booked in accordance with 
paragraph 4 of this subsection. 
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Note: For "Limited" extradition cases, officers may lawfully arrest and book a suspect named on 
an out of- state warrant even if California is not listed on the warrant as a state from which the 
suspect will be extradited. 


In cases where no extradition is indicated, officers shall not arrest the person based on the hit 
without independent probable cause. 


Officers assigned to LAWA/LAX and LAWA/VNY shall call the LAPD Fugitive Warrant Section 
or Detective Headquarters Division after hours to obtain booking advice. The detaining officer 
shall give the name of the fugitive, the name of the jurisdiction requesting the fugitive, and the 
charge against the fugitive. 


Upon advisement from either an LAPD Fugitive Warrant Section or Detective Headquarters 
Division supervisor, the arrestee shall be transported for booking approval to the Fugitive 
Warrant Section between 0600 hrs. and 14380 hrs. After hours the detainee shall be transported 
for booking approval to Detective Headquarters Division at Parker Center. 


Note: Officers assigned to LAWA/ONT and LAWA/PMD shall follow arrest warrant procedures 
as specified by the law enforcement agency with jurisdictional authority of the booking facility. 


All NCIC warrant suspects shall be booked at the appropriate booking facility. 


Officers shall include a copy of the NCIC computer printout of the warrant suspect as a page of 
the arrest report. 


Multiple Charges 


If a suspect, arrested on a local or in-state charge, is also wanted on an out-of-state warrant, the 
local or instate charge shall take precedence. The fugitive charge shall be added as a 
supplemental charge. 


Note: A Probable Cause Determination shall be completed whether California Penal Code 
Section 1551.1 is the primary or supplemental charge. 


Exception: If the local charge is a Release From Custody (RFC) offense, an RFC shall not be 
issued. Instead, the suspect shall be booked for 15 C.C.R. § 1551.1 and the elements of the 
RFC offense shall be included in the narrative portion of the Arrest Report. 


Any arrestee found to have a federal arrest warrant shall be transported to the appropriate 
booking facility for booking and the booking approval obtained from the law enforcement agency 
with jurisdictional authority of the booking facility. 


Transfer/Release of Warrant Arrestee to Local Law Enforcement Agency Other Than LAPD 


If the arrest warrant originated from a local Law Enforcement Agency (i.e. - El Segundo Police, 
Hawthorne Police, etc.), the officer shall inform the Watch Commander, who shall contact the 
concerned agency, confirm the validity of the warrant, and ask if the agency wishes to pick up 
the arrestee at the LAWA Police Detention Facility if applicable. If the agency requests the 
arrestee be transported to their facility for booking, the Watch Commander may assign officers 
for transportation, based on deployment needs. 
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If the law enforcement agency dispatches an officer(s) to transport the arrestee to their facility, 
the arresting officer shall: 


Follow procedures as outlined in Section 11/4.2; 

Complete a LAWA Police Detainee Transfer Form, and request the transporting officer and on- 
duty LAWA Police Watch Commander sign the Detainee Transfer Form. Attach a copy of the 
Detainee Medical Screening Questionnaire to the Detainee Transfer Form; 

Re-inventory the contents of the arrestee’s property bag, request the arrestee initial the Property 
Inventory Form, and place the arrestee’s copy in the property bag. Ensure all excess personal 
property is released to the transporting officer. 

Complete a report outlining the circumstances of the detention and transfer of the arrestee. 

If the arrestee is transported to the requesting agency facility, the transporting officers shall: 
Follow procedures as outlined in Sections 11/4 and 11/5; 

Request the receiving officer or jailer signs the Detainee Transfer Form; 

Ensure all personal property is released to the receiving officer; 

Complete a report outlining the circumstances of the detention and transfer of the arrestee. 


Immigration and Customs Enforcement (ICE) NCIC Warrant Suspects 


When an officer responds to take custody of an NCIC warrant suspect from the ICE, the officer 
shall: 


Sign the Immigration Detainer - Notice of Action, Form |l-247, acknowledging receipt of the 
suspect from INS. INS will retain a copy of this form and give the original copy to the responding 
officer; 

Transport and book the suspect at the appropriate booking facility; 

Give the original copy to the Detention Facility staff; and, 

Retain a copy of the form, to be included as part of the Warrant Arrest Report. 

FBI Fugitive Warrant Suspect 

Whenever a member of the LAWA Police has taken custody of an FBI fugitive warrant suspect, 


the FBI shall be notified immediately. The suspect shall not be transferred or booked at any 
facility without the specific instruction of the FBI. 


11/3.4 Medical Treatment 


Prior to transporting a prisoner from a LAWA Police holding facility to a booking facility, the Watch 
Commander shall determine if the prisoner requires any medical treatment. The results of the 
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determination shall be recorded in the Watch Commander's Log. 


A. 


11/3.5 


Officers shall determine prior to transportation if the prisoner is under a doctor's care, under 
medication, is sick or injured, or has any communicable diseases. 


If the arrestee needs medical treatment, officers shall transport the arrestee to either the nearest 
contract hospital or to a booking facility with available medical staff, request the physician on 
duty to medically examine/ treat the arrestee, and obtain a medical approval for booking. 


If the arrestee needs to be hospitalized, and is in custody for a felony offense, the arrestee shall 
be transported to the appropriate jail ward facility. 


When a physician refuses to admit the arrestee to a jail ward, the officers shall obtain the 
appropriate Medical Record Form, showing the reason for the refusal, and book the arrestee at 
the appropriate County Jail Facility. The officer shall make copies of all records and give the 
medical treatment record to the booking facility personnel. All reports shall be turned in to the 
law enforcement agency with investigative authority for processing. 


If an arrestee is found to have a communicable disease, or any other condition of a life 
threatening nature, officers shall transport the arrestee directly to the appropriate County 
Central Jail Facility for medical examination, treatment, and booking. 


Whenever officers find that the arrestee transported has any highly contagious or life 
threatening disease, the officers shall complete an Employee's Report containing the 
circumstances of the arrest, and what disease(s) the arrestee claimed to have (Refer to Section 
11/6.9 - Communicable Disease Policy). The Watch Commander shall forward this report to 
Records Unit and a copy shall be entered into the officer's departmental file. 


Special Circumstances 
Bunco-Forgery - LAWA/LAX and LAWA/VNY 


Arrestees to be booked for any Bunco-Forgery crimes shall be booked at West Los Angeles 
Police Division, unless instructed to do otherwise by LAPD Detectives. Prior to booking, officers 
will complete a Handwriting Exemplar Form 5.7, and submit this form along with the arrest 
report. 


Note: Officers assigned to LAWA/ONT and LAWA/PMD shall follow booking procedures for 
Bunco-Forgery suspects as specified by the law enforcement agency with jurisdictional authority 
of the booking facility. 


Arrestee With No Verifiable Identification - LAWA/LAX and LAWA/VNY 

If an arrestee does not possess any verifiable identification; and the officer believes the person 
is attempting to hide his true identity to conceal his/her criminal history or any outstanding 
warrant(s); 

The officer shall, at the discretion of the Watch Commander, contact LAPD Records & 


Identification Division, Parker Center, and request a Priority Facsimile Identification Network 
(FIN) be conducted to establish the true identity of the arrestee. 
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Upon approval of the Parker Center Watch Commander, the officers will transport the prisoner 
to Parker Center for identification. 
Private Person's Arrest 
If an individual makes a private person’s arrest and requests that an officer take a person into 
custody; officers shall do so if there is probable cause to believe a criminal offense has been 
committed or an arrest warrant has been issued for the person being arrested. The person 


making the arrest shall complete a Private Person Arrest form. 


Note: Officers are not precluded from completing an Investigative Report for filing of a criminal 
complaint instead of arrest, if the arresting person agrees. 


When a private person’s arrest is or appears to be Illegal, the individual requesting police action 
shall be advised of the provisions of C.P.C. Section 847. If the individual insists on the arrest, 
they shall be referred to the Office of the City Attorney. 

Additionally, officers shall: 

Not take custody of the person; 

Notify a supervisor of the incident 

Complete a Field interview card on all the involved parties; and, 

Complete an Employee’s Report documenting the circumstances of the incident. 


Miranda Admonition 


Officers shall not give an adult suspect a Miranda Admonition at this time unless there is to be 
subsequent questioning. 


If the arrested person is a juvenile, the officer taking custody shall give the juvenile a Miranda 
Admonition. Refer to Section 11/1.3. 


All persons involved in a private person’s arrest shall be advised that the officers are not making 
the arrest, but are merely receiving the arrested person. After receiving the arrested person, 
officers shall verify and record the identity of the person making the arrest. 

Armed Forces Personnel 

When a person is arrested and is a member of the Armed Forces, the booking officer shall notify 
the appropriate Military Liaison Officer of the law enforcement agency with jurisdictional 
authority by telephone and give: 

The arrested persons name, rank, and serial number. 


Branch of service. 


Organizational unit and its location. 
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Dress (uniform or civilian clothes). 

Duty status (on leave, on orders, AWOL, deserter). 

Nature of the offense. 

The name, rank, and serial number of the Liaison Officer shall be obtained and placed on the 
booking slip. Armed Forces Personnel include members of the Navy, Marine Corps, Air Force, 
Army, Coast Guard, and National Guard on active duty. 

When an arrestee has received orders to report to an Induction Center but has not been 
inducted, he/she shall be handled as a civilian. If the arrest results in his being unable to report 
to the Induction Center at the specified time, the Federal Bureau of Investigation shall be 
notified. 

When a member of the Armed Forces is arrested for a felony or a high-grade misdemeanor, he 
shall be booked and not released to the military authorities. "High-grade" misdemeanors 
include: 

Petty Theft 

Dangerous Weapons Control Law 

Indecent Exposure 

Contributing to the delinquency of a minor 

Lewd Conduct 

Lewd Loiterer 

All other misdemeanor sex crimes 

When a member of a foreign armed service is arrested, the arrestee'’s consulate shall be 


notified. In the event a representative can not be reached; the officer shall contact the State 
Department for guidance. (See Section 8/3 - Diplomatic and Consular Contacts). 


11/3.7 Postal Employees 


When a postal employee driving a vehicle carrying mail is arrested for a misdemeanor or felony and 
intoxication is an element, officers, in addition to the regular arrest procedure, shall: 


A. 


Immediately make a telephonic report to the Supervisor of the Post Office Garage, United 
States Postal Service. 


Complete an Employee's Report containing the details of the arrest. A copy of this report shall 
be forwarded by the Records Unit to the Superintendent of Motor Vehicles, United States Postal 
Service. 

The arresting officer shall be responsible for the safety of the vehicle and its contents until a 
Postal Service representative has arrived at the scene and has taken charge of the vehicle and 
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its contents. 


11/3.8 Misdemeanor Arrests 


All misdemeanor arrestees shall be eligible for release on their own recognizance unless the arresting 
officer determines the arrestee is ineligible for one or more of the following reasons: 


A. 


The person arrested is so intoxicated that he or she could be a danger to himself or herself or 
others. 


The person arrested requires medical examination or medical care, or is otherwise unable to 
care for his/ her own safety. 


The person is arrested for one or more of the offenses listed in Section 40302, or 40303 of the 
California Vehicle Code. 


EXCEPTION: DUI arrestees may be released after booking, if otherwise eligible). 
There are one or more outstanding arrest warrants for the person. 
The person cannot provide satisfactory evidence of personal identification. 


The prosecution of the offense or offenses for which the person is arrested or the prosecution of 
any other offense(s) would be jeopardized by immediate release of the person arrested. 


There is a reasonable likelihood that the offense or offenses will continue or resume, or that the 
safety of persons or property will be imminently endangered by release of the person arrested. 


The person arrested demands to be taken before a magistrate or refuses to sign the notice to 
appear 


There is reason to believe that the person arrested would not appear at the time/place specified 
in the notice. 


The officer shall articulate the circumstances to the on duty Watch Commander of the facility at 
which the arrestee is to be booked. The on-duty Watch Commander shall complete the bottom 
portion of the Booking Recommendation Form. 


11/3.9 Bail Deviations - LAWA/LAX and LAWA/VNY 


When officers have reasonable cause to believe that the amount of bail set for the arrestee's crime is 
insufficient to assure the arrestee's court appearance, the officer shall contact LAPD's Bail Deviation 
Unit within eight (8) hours of the initial booking of the arrestee. 


The arresting officers will be asked to provide the following information: 


The circumstances of the arrest; 
The reason for the bail increase; 


If the arrestee is a possible flight risk and where the arrestee would flee to; 
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° If the arrestee has the means to pay the current bail amount. 


In addition to the above procedures, a bail deviation shall be requested when the suspect was 
arrested without a warrant and, 


° The suspect was arrested for a misdemeanor offense of violating a domestic violence 
restraining order; and, 


. The officer has reasonable cause to believe that the scheduled bail amount is insufficient to 
assure the arrestee's appearance or to assure the protection of a victim, or family member of a 
victim, of domestic violence. 


The Bail Deviation Unit shall contact a court Commissioner to obtain the bail deviation. If 
approved, a Telex will be sent to the booking facility jail informing the jailers of the bail deviation. 


The Bail Deviation Unit's hours of operation are Monday to Friday from 0600 - 0100 hrs. After 
hours officers shall contact Detective Headquarters. 


11/3.10 Probation Violation Arrests 

When officers arrest a suspect for violation of court imposed probation orders under Section 1203.2 of 
the California Penal Code, the officer shall make a copy of the court docket showing probation 
conditions, duration of probation terms, and docket number. This copy shall appear as a page of the 
arrest report and shall be referred to in the body of the arrest report. 

11/3.11 Arrest and Detention of Foreign Nationals —Consular Notification 


A. LAWA Police Officer 


Whenever officers become aware that a person that has been arrested or detained for more 
than two hours is a foreign national, the involved officers shall: 


1. Determine the arrestee/detainee's country of citizenship; 

Note: This can be established through examination of passport or other travel documents. 

1. Offer to notify the foreign national's consular officials of the arrest and/or detention; 

2. Advise the on-duty Watch Commander or designee that a foreign national is being detained or 
has been arrested, the person's country of citizenship, and if the person has requested that 
notification be given. 

B. Watch Commander 
The Watch Commander shall: 


1. Determine if the foreign national's country is on the list of mandatory notification countries. 


If mandatory notification is required, the Watch Commander shall: 
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a. Immediately telephone that country's nearest consular officials and advise them of the arrest 
and/or detention. If no phone contact can be made, notification shall be made via fax of the 
arrest and/or detention. Both phone numbers and Fax numbers are located in the Watch 
Commander's Office; 


b. Advise the foreign national that the notification was made. 


2. If no mandatory notification is required, and the foreign national has requested that notification 
be given, the Watch Commander shall immediately notify that country's nearest consular 
officials of the arrest and/or detention via phone or fax. 


C. Reporting Requirements 


Officers shall document all consular notifications on the "Additional" section of the Arrest or 
Detention Report. If a Fax notification is made, the Fax Notification Form shall be attached to 
the original report(s) (Refer to Section 11/4.2.F.3 for more on Foreign National Detainees) 


11/4 Use of LAWA Police Holding Facility 
11/4.1 Information 


The LAWA/LAX Police holding facility consists of three (3) separate holding cells, and is designed for 
the temporary detention of persons in custody for a maximum time limit of two hours, unless otherwise 
approved by the Watch Commander for cause. This facility is inspected annually by the Los Angeles 
County Department of Health Services, and the State Corrections Standards Authority. This facility 
meets or exceeds the minimum standards required for adult detention under the California Code of 
Regulations (C.C.R.), and is certified by the Corrections Standards Authority as a lockup facility for the 
temporary detention of minors. 


All LAWA Police Holding Facilities, regardless of location, shall adhere to the following procedures as 
mandated by the California Code of Regulations (C.C.R.) and any regulations mandated by the local 
County Health agency with jurisdictional authority over temporary holding facilities in the county the 
holding facility is located in. 


Note: LAWA Police facilities not designated as an approved holding facility (i.e. - LAWA/VNY Airport 
Police Office, LAWA/ONT Sergeant's Office, etc.) shall not be used for the purpose of temporarily 
detaining persons in custody nor shall detainees/ arrestees be transported to these facilities. If an 
approved LAWA Police holding facility is not available, detainees/arrestees shall, with supervisory 
approval, be transported directly from the field to the appropriate booking facility for proper disposition. 


The following types of detainee shall not be transported to nor detained in any LAWA Police Holding 
Facility: 


1. Persons who are unconscious or incoherent; 

2. Persons with obvious injuries or a major illness; 

3. Persons with life sustaining medications or appliances; 

4. Women in final trimester (seventh, eighth or ninth month) of pregnancy; 
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Persons in convulsions; 
Persons suspected of swallowing objects; 


Persons with medical conditions that could affect you (i.e. - Tuberculosis, Hepatitis, A.1.D.S., 
etc.); 


Persons under the influence of alcohol who fall under the criteria of Penal Code Section 647F 
(Refer to Section 11/5.3, Subsection J); 


Persons deemed to fall within the criteria of Section 5150 of the Welfare and Institution Code 
(Refer to Section 11/4.2, Subsection B, paragraph h, and Section 11/5.3, Subsection K); 


Persons who are extremely violent (Refer to Section 11/4.2, Subsection G, paragraph 3); 
Officers shall request a supervisor to respond to the arrest location or meet them en-route 
during transportation, view the detainee, and approve the transportation when practical. 


Refer to Section 11/5.3 - Special Transportation for transportation procedures. 


11/4.2 Procedures 


The following procedures shall be followed by all LAWA Police personnel when using a LAWA Police 
holding facility: 


A. 


General 

All sworn personnel using the holding facility shall, prior to placing a detainee in a holding cell, 
secure their firearms and chemical agents (Section 4574 P.C.). Batons shall be placed in the 
Sergeant's Office or the front desk area. 


Prior to entering the holding facility, the detainee shall be searched in accordance with Section 
11/3.2 - Pre- Booking Procedures. 


Watch Commander Notification 

The Watch Commander, or on-duty supervisor, shall be notified of the circumstances of the 
arrest and any notifications or preliminary investigation to be completed by the arresting 
officer(s). 

The Watch Commander or on-duty supervisor shall: 


View the detainee, ask if he/she is injured and check for any visible signs of injury; 


If any signs of injury are visible, ask the detainee how the injury occurred. If necessary, request 
a CSI Unit respond to the location to photograph the detainee; 


Note: If a Use of Force occurred, document the detainee's responses (Refer to Section 
7/4.4.D.5.b for Supervisor Use of Force Investigation Report) and begin a Use of Force 
investigation. 


Ask the detainee if he/she has any further questions. 
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The Watch Commander or Supervisor shall note their observations and the detainee's response 
in their Watch Commander and/or supervisor’s log. 


Detention Cell Log Book 


Note: Only one (1) Detention Cell Log shall be used for an approved LAWA Police Holding 
Facility. 


The Detention Cell Log form is used to document the following information: 
Name of person in custody; 

Time in and time out of the holding facility; 

Reason for custody (Charge); 

If juvenile: 

Name of parent(s) or legal guardian; 

Phone number; 


Date and time notification (or attempts to notify) was made to the juvenile's parent(s) or 
guardian, and; 


Time the juvenile last ate (Refer to section 11/5.4, Subsection D - Juvenile Detention 
Procedures) 


Cell number; 

A completed money count amount; 

The phone number(s) called by the detainee in the Phone Log section; 
Disposition of the detainee; 

The detaining officer's name, serial number and Section of assignment. 


Officers shall enter the detainee’s name and all required information in the Detention Cell Log 
Book. This book shall be maintained in the Watch Commander's Office. 


Officers are reminded that entering juveniles into the Detention Cell Log Book does not fulfill 
state-mandated juvenile reporting requirements as outlined in Section 11/4.4. 


Prior to leaving the Holding Facility to book a detainee or whenever a detainee is released from 
the Holding Facility, the detaining officer shall have the Watch Commander review and sign the 
detainee’s entry in the Detention Cell Log Book. 


Cell Searches 
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Officers shall make a physical and visual inspection of the holding cell prior to placing the 
detainee in the holding cell. The inspection shall include the bottom of the bench, the space 
between the bench and the wall, the interior door and window ledge, the ventilation duct and 
blades, and any other area a detainee may attempt to hide evidence or contraband. Officers 
shall further inspect for any conditions within the cell, which could create a hazard to detainees, 
and to conditions to which potentially suicidal detainees may attempt to utilize (Refer to Section 
B, Subsection f). The searching officer(s) shall fill out the "Cell Search-Before" section of the 
Detention Log. 


Prior to transporting the detainee to a booking facility, officers shall search the holding cell for 
any evidence or contraband concealed by the detainee. The searching officer(s) shall fill out the 
“Cell Search-After” section of the Detention Log. 

Any evidence or contraband found in a holding facility cell or restroom during the second 
inspection shall be noted in the “Cell Search” section of the Detention Log, confiscated, and 
booked to the detainee as evidence if: 

The item’s mere possession is a violation of law; 

The item is directly linked by officers to the crime the detainee was originally arrested for; 

The item is evidence or prior criminal activity by the detainee. 

The item's mere possession is a violation of law; 

The item is directly linked by officers to the crime the detainee was originally arrested for; 

The item is evidence of prior criminal activity by the detainee. 

Placing Detainees in Holding Cells 

Officers either placing a detainee in a holding cell or entering an occupied cell shall not enter the 
cell alone unless the partner officer or another officer is present in the holding facility or Watch 
Commander's Office. 

Use of Restraining Devices in Holding Cells 

Officers shall not hold a detainee in a holding cell with any restraining devices on the detainee 
(i.e. - handcuffs, cord-cuff leg restrainers). If officers determine the detainee is extremely violent 
and requires restraint, the detainee shall be transported, without delay, to a hospital or booking 
facility in accordance with Section 11/5.3 - Special Transportation (15 C.C.R. § 1058). 


Money Counts 


Officers shall complete a money count in accordance to Section 11/3.2, Subsection C - Pre- 
Booking Policies and Procedures. 


Personal Property Inventory 
Upon placing a detainee in a holding cell, officers shall complete an inventory of the detainee's 


personal property (excluding unauthorized/ confiscated items, or those items booked as 
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evidence), place the items in a plastic property bag, complete a Property Inventory Form and 
have the detainee sign the Property Form to verify the property bag's contents. Officers shall 
issue an LAPD Form 10.10 or appropriate form for any confiscated items. 


The detainee's copy of the form shall be placed inside the bag. Prior to transportation, the 
contents of the bag shall be re-inventoried, the Property Inventory Form initialed by the 
detainee, and the bag sealed. The original shall remain in the Watch Commander's Office until 
all other paperwork is completed and shall be attached to the completed report for filing by 
Records Unit. 


NOTE - If the detainee is unable to sign the Property Form, the Watch Commander or 
supervisor in charge shall sign the form. 


Detainees may retain clothing items only, with the exception of ties, belts, bolos, shoe laces, or 
other items which could cause injuries to the detainee or others. 


All property bags shall be maintained on the shelf in front of the holding cell until the detainee is 
released from the holding facility or transferred to another facility. 


In cases where a detainee has excess personal property, such as suitcases, the detaining 
officer shall conduct an inventory search of the excess property at the holding facility. If the 
detainee is transported to a booking facility, the excess personal property shall be transported 
with the detainee and be given to the booking facility staff. 


Restroom Procedures 

If the detainee requests to use the restroom, officers shall make a physical and visual inspection 
of the holding facility restroom prior to its use by the detainee. The inspection shall include any 
space underneath the sink, the area around the toilet basin, any spaces between the sink/toilet 
and the wall, and any other area a detainee may attempt to hide evidence or contraband. 


After the detainee is finished using the restroom, the restroom area shall again be searched for 
any evidence or contraband concealed by the detainee. 


NOTE - Officers shall escort the detainee to the restroom, and back to the holding cell. In all 
cases where the detainee is in custody for a felony offense, officers shall remain in the restroom 
with the detainee while in use. 

Holding Cell Checks 

The detaining officer(s) shall visually inspect the detainee every 30 minutes and log in the 
inspection in the Holding Cell Inspection Record. When completing the Holding Cell Inspection 
Record all required information shall be entered. (15 C.C.R. §1027). 

There shall be one Holding Cell Inspection Record for each holding cell. 

Note: Prior to leaving the Holding Facility to book a detainee or whenever a detainee is released 
from the Holding Facility, the detaining officer shall have the Watch Commander review and 
initial the Holding Cell Inspection Record. 


Medical Screening, Classification Screening, and Emergency Medical Procedures. 
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Medical Screening Procedures 


The completion of the Detainee Medical & Classification Screening Questionnaire is crucial to 
ensure the safety of the detainee, the officers, and others with whom the detainee may come in 
contact. The Questionnaire assists officers in determining into which facility a detainee shall be 
booked, whether the detainee shall be transported to a hospital facility, or whether the detainee 
should be segregated from other detainees prior to placement in a cell. 


When the detainee is placed in a holding cell, the arresting officer shall complete the Detainee 
Medical & Classification Screening Questionnaire in duplicate, and present it to the Watch 
Commander for approval and signature. (15 C.C.R. § 1051). 


Note: Officers shall retain the original of the completed Detainee Medical & Classification 
Screening Questionnaire and include it with the LAWA Police copy of the arrest report to be filed 
and maintained by Records Unit. A copy of the questionnaire shall be included in the completed 
original arrest report. 


Detainees stating they have a communicable disease (i.e. - Tuberculosis, Hepatitis Type B, or 
venereal disease) or A.I.D.S. shall be immediately transported to the appropriate booking facility 
in accordance with Section 11/5.3, Subsection G - Special Transportation (Refer to Section 
11/4.1). 


Note - Whenever a detainee states that he/she has tuberculosis, or shows symptoms of 
tuberculosis, officers shall wear face masks while in the presence of the detainee and provide a 
face mask for the detainee to wear until transportation occurs. If the detainee refuses to wear a 
facemask, officers shall wait until the actual transportation begins, re-handcuff the detainee, and 
place the mask on the detainee. Facemasks shall be stored in the Watch Commander's Office 
for use in the Holding Facility. 


For transportation of persons in custody with tuberculosis, see Section 11/6.14 — Airborne 
Pathogen - Tuberculosis 


Once a detainee has been screened and is deemed in need of medical attention, the arresting 
officer shall inform the Watch Commander and immediately transport the detainee to the 
nearest booking facility with a physician on duty or to a contract medical facility for pre-booking 
examination in accordance with Section 11/5.3, Subsection G - Special Transportation (Refer to 
Section 11/4.1). 


Medical screening shall include notification to the detainee that prescription and non- 
prescription drugs are not administered at this facility. If a detainee must take a prescription 
drug while in custody, officers shall immediately transport the detainee to the nearest booking 
facility with a physician on duty or to a contract hospital for pre-booking examination. 


It shall be the officer's responsibility to ensure that any medication needed is transported with 
the person. (Refer to Section 11/3.4 - Medical Treatment and Section 11/5.3, Subsection D - 
Special Transportation). 


When an officer(s) learns that a person in custody is taking life sustaining medication or has a 


life sustaining appliance (i.e. a pacemaker), the person shall be immediately transported to a 
contract hospital or booking facility with a physician on duty. It shall be the officer's responsibility 
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to ensure that any medication needed is transported with the person, and obtain a medical 
booking approval prior to booking (See Section 11/3.4 - Pre-Booking Policies and Procedures). 


If a female detainee states she is pregnant, the detaining officer shall ask if she has seen a 
doctor, and how many months pregnant is she. If the detainee states she is in her final trimester 
(seventh, eighth or ninth month) of pregnancy, officers shall immediately transport the detainee 
to the nearest booking facility with a physician on duty or to a contract hospital for Medical 
Treatment in accordance with Section 11/3.4 - Medical Treatment and Section 11/5.3, 
Subsection D - Special Transportation. Officers shall contact the appropriate booking facility for 
advice on where to book the detainee (Refer to Section 11/4.1). 


Persons who are known to be pregnant should be restrained in the least restrictive manner that 
is effective for officer safety. Leg irons, waist chains, handcuffs behind the body, Total 
Appendage Restraint Procedure (TARP) or Hobble Restraint Device should not be used unless 
the officer has a reasonable suspicion that the person may resist, attempt escape, injure self or 
others, or damage property. 


No person who is in labor, delivery, or recovery after delivery shall be handcuffed or restrained 
except in extraordinary circumstances and only when a supervisor makes an individualized 
determination that such restraints are necessary for the safety of the arrestee, officers, or 
others. 

(Penal Code § 3407; Penal Code § 6030) 

Restraints shall be removed when a professional who is currently responsible for the medical 
care of a pregnant inmate during a medical emergency, labor, delivery or recovery after delivery 
determines that the removal of restraints is medically necessary. 


Upon confirmation of an inmate’s pregnancy, she shall be advised, orally or in writing, of the 
standards and policies governing pregnant inmates. 


If the detaining officer has reasonable cause to believe that a detainee is suicidal or 
contemplating suicide, the detainee shall not be left alone. The officer shall immediately advise 
the Watch Commander, who shall assign an officer to constantly visually monitor the detainee 
until transported to a medical or booking facility. The detainee shall be segregated from other 
detainees (15 C.C.R. § 1219). 


Officers should be aware that the high suicide risk period falls within the first 3 hours of 
detention. 


Detainees who fall within the suicide victim's profile are: 
Prominent persons charged with embarrassing crimes; 
Detainees held for alcohol or drug-related charges; 

All juveniles held in adult facilities; 

All females held in local holding facilities; 


Detainees with a history of self-destructive acts or who state they want to kill themselves; 
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Detainees who appear very depressed (sad, crying, withdrawn). 


If the detaining officer believes a detainee has body or head lice, the officer shall inform the 
Watch Commander. After the detainee is transported or released, the Watch Commander shall 
secure the holding cell the detainee occupied until the cell is disinfected by LAWA Custodial 
personnel. 


Officers booking detainees suspected of having body or head lice shall inform the booking 
facility staff. Officers who suspect they have body or head lice infestation are advised that the 
below listed nonprescription products are available and recommended by the Los Angeles 
Department of Health Services for treatment of this condition: 


Rid 
Pyrinate A-200 
R.C. Shampoo 


If the detainee is deemed to fall within the criteria of Section 5150 of the Welfare and Institution 
Code, the person shall be transported, without delay, to the appropriate mental health facility 
(C.P.C. § 4011.6). 


If the detaining officer has reasonable cause to believe that a detainee is developmentally 
disabled, the officer shall immediately advise the Watch Commander and transport the detainee 
to the appropriate Jail Facility (15 C.C.R. § 1057). 


Developmental Disabilities may be caused by mental retardation, cerebral palsy, epilepsy, 
autism or a combination of conditions as noted: 


Mental Retardation: The individual gives inappropriate response to a situation; has receptive or 
expressive communication difficulty; tends to be a “follower” in a group; academic deficits in 
adaptive behavior and self-help skills. 


Cerebral Palsy: The individual displays muscle control difficulty; has unsteady gait; can be non- 
ambulatory; has deficits in common language; may be retarded; may have possible sight and 
hearing impairment. 


Epilepsy: The individual may have a: 


Grand mal seizure, causing him/her to fall to the ground suddenly, lose consciousness, have 
uncontrolled movements, be confused or disoriented, become lethargic, have slurred speech, 
and behave like an alcohol or drug abuser. Petit mal seizure, causing him/her to stare for a few 
seconds, show uncontrolled muscle stiffness and blinking, fall unconscious, appear confused 
and disoriented, appear to be day dreaming, and have small twitching movements. 


Autism: The individual appears to be in their own world; purposeless repetitive behavior; 
inappropriate response to a situation; expressive or receptive communication difficulty; deficits 
in common language; fixation on moving objects; immature behaviors; nonresponsive to sound 
and appear to be deaf. 


Officers shall retain the original of the completed Officer-Inmate Questionnaire and include it 


Manual of the Los Angeles World Airports Police 


CHAPTER XI — Arrest, Transportation, and Booking 
with the LAWA Police copy of the arrest report to be filed and maintained by Records Unit. A 
copy of the questionnaire shall be included in the completed original arrest report. 
Classification Screening of Detainees 
Whenever a person is detained in the holding facility, the detaining officer shall: 


Complete the Classification Screening portion of the Detainee Medical & Classification 
Questionnaire. 


Confer with a supervisor and determine from the detainee's response whether he/she should: 
Be immediately transported to a booking facility; 
Remain in the holding facility but be segregated from other detainees; or, 


Remain in the holding facility and be allowed to be housed with other detainees in the same 
holding cell. 


Medical Emergency Procedures 


Whenever a medical emergency (15 C.C.R. §1208) occurs while a detainee is in the LAWA 
Police holding facility, the detaining officer shall: 


Render first aid, as currently taught in the LAWA Police in-service training under the auspices of 
POST/EMS guidelines for First Aid and CPR. Officers shall administer first aid to detainees 
before the arrival of medical personnel when there is: 


A Cardiac Emergency (cessation of breathing and/or heartbeat - respiratory or cardiac arrest). 
Officers shall initiate C.P.R. 


Hemorrhage (heavy bleeding). Officers shall apply direct pressure and elevate the injured part 
of the body when possible. If direct pressure does not work, apply pressure to the pressure 
points. A tourniquet shall only be used when all other procedures have proven ineffective. 


Seizures (violent physical attacks). Officers shall not move the detainee, unless necessary to 
move the detainee to an area providing safety for both the detainee and officers. Officers shall 
allow seizures to progress uninhibited when possible. Officers shall not place anything in the 
detainee's mouth. 


Immediately contact Communications; give the nature of the medical problem, information about 
the detainee and request Paramedics be summoned; 


Request a supervisor to respond to the holding facility; 
Inform the Watch Commander of the incident; and, 
Once the medical emergency is over, the detaining officer(s) shall file an Employee's Report 


outlining the circumstances of the emergency and the disposition of the detainee involved in 
accordance with Title 15, § 1044, California Code of Regulations. 
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In the event of a suicide attempt, serious illness, injury or death of a minor in custody the Watch 
Commander shall notify the parent, guardian or person standing in loco parentis (refer also to 
Sections 11/4.4.D and 11/4/.5.C). 

Holding Facility First Aid Kit 

A first aid kit marked with the lettering “Holding Facility First Aid Kit” shall be located in the 
holding facility. This first aid kit is to be used only for detainees in the LAWA Police Holding 
Facility wnenever needed. LAWA Police personnel shall not use this kit or any of its contents for 
any other purpose. 

Watch Commander 

The Watch Commander or designee shall be responsible for checking the first aid kit and 
contents at the beginning of watch to ensure nothing is missing. This inspection shall be noted 
in the Watch Commander’s Log. If anything is found to be missing or if items need to be 
replaced or are used during the watch, the Watch Commander shall contact Operations and 
Materials Unit or the appropriate personnel. 

Operations and Materials Unit - LAWA/LAX 

Operations and Materials Unit shall be responsible for: 


Developing a contents list for the Holding Facility first aid kid and attaching this list to the inside 
of the front cover of the kit; 


Replenishing the Holding Facility first aid kit, as needed; 


Conducting quarterly inspections of the Holding Facility first aid kit contents, remove and 
replace any expired items found in the kit, and discard all expired items (15 C.C.R. §1220) 


Watch Commander 
The on-duty Watch Commander shall be responsible for: 
Safe operation of the holding facility for the duration of the watch; 


Conducting daily shift sanitation inspections of the holding facility cells for prevention of 
unsanitary conditions. This shall include an inspection for vermin and pests. 


If an inspection reveals that unsanitary conditions do exist, it shall be the responsibility of the 
Watch Commander to immediately suspend the use of the facility and contact LAWA Custodial 
services for correction; 


Assigning supervisors to conduct a weekly security inspection of the holding cells and holding 
facility restroom for weapons and contraband, including door and window ledges, ventilator 
blades, the area between the wall and cell bench, and any other areas such items could be 
hidden. The supervisor conducting the inspection shall complete an Employee's Report if: 


Weapons or contraband are recovered; 
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Any discrepancies are found during the inspection. 
If no discrepancies are discovered, the inspection shall be noted in the supervisor's log. 


Reviewing Detention and Holding Cell Logs for accuracy and completeness and signing same 
prior to End of Watch; 


Performing daily shift inspections of the first aid kit and sanitary napkins supply and replenishing 
when needed; 


Continuously monitoring for proper lighting and ventilation (15 C.C.R. § 4561.1 (a); 


Counting detainees at least once per watch and noting the count and time in the Watch 
Commander's Log; 


Assigning Supervisors to investigate allegations of misconduct by officers against detainees. If a 
supervisor is involved in the allegation, the Watch Commander shall conduct the investigation; 


Visually examining the physical condition of detainees prior to release or transportation to a 
booking facility and noting the condition in the Watch Commander's log; 


Notifying the Chief of Airport Police and the Command Duty Officer of any unusual occurrences 
within the holding facility; 


Notifying the appropriate law enforcement agency with investigative jurisdiction whenever a 
female detainee, who has given birth within the past year, is charged with the murder or 
attempted murder of her infant (15 C.C.R. §1207.5). 


Ensuring that individual cell keys are not removed from the cell door locks when the cells are 
not in use (Refer to Part E, Section 3); 


Ensuring that maintenance personnel remove all tools brought into the holding facility; 


Maintaining the Secure Detention of Juveniles Log and the Non-secure Detention of Juveniles 
Log in the Watch Commander's Office (Refer to Sections 11/4.4 and 11/4.5); 


Designating one supervisor to: 
Ensure compliance with all rules and regulations governing use of the holding facility; 


Perform money counts in accordance with Section 11/3.2, Subsection C - Pre-Booking 
Procedures; 


Report to the Watch Commander any incidents which created or could have created a threat to 
the safety of detainees, officers, or to the facility itself (Refer to Section A, Subsection 1); 


Ensure that detainees are not held in the holding facility for more than 2 hours, unless exigent 
circumstances exist; 


Ensure that the detainees are not denied access to their attorney(s), or access to a telephone 
(Refer to Section M); 
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Investigate any allegations of misconduct against sworn or non-sworn personnel by persons in 
custody. 


Forward completed Detention and Holding Cell Log books to Records Unit, where they shall be 
maintained. 


Detention Log 


Whenever any person is detained in the holding facility, officers shall complete a Detention Log 
form, which shall include the following information: 


Name of person in custody; 

Time in and time out of the holding facility; 
Reason for custody (Charge); 

If juvenile: 

Name of parent(s) or legal guardian; 
Phone number; 


Date and time notification (or attempts to notify) was made to the juvenile's parent(s) or 
guardian, and; 


Time the juvenile last ate (Refer to section 11/5.4, Subsection D - Juvenile Detention 
Procedures). 


Cell number; 

A completed money count amount; 

The phone number(s) called by the detainee in the Phone Log section; 
Disposition of the detainee; 

The detaining officer's name, serial number and division of assignment. 


The Detention Log shall be signed by the Watch Commander prior to the detainee being 
transported from the holding facility. 


Holding Facility Doors 


When detainees are in the holding facility, the door leading into the hallway and the door leading 
to the outside shall be closed. 


Non-sworn personnel shall not be permitted into the detention area until the detainee has been 
placed in a holding cell. 
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The door leading to the restroom shall be locked at all times when it is not in use while 
detainees are in the holding facility. 


All keys to the holding cells shall remain in the door locks and shall not be removed. 
Access to Detainees 
General 


Only the officers taking the person into custody or their immediate supervisor shall have access 
to the detainee while in the holding facility except: 


During a medical or other emergency; 

To prevent destruction of City property within the holding facility. 

With prior permission of the Watch Commander. 

Legal Counsel 

If a detainee's attorney arrives at the holding facility, the attorney shall not be denied access to 
the detainee. The attorney shall be given a cursory search prior to entering the cell area (15 
C.C.R. § 1068). 

Foreign National Detainees 

If a foreign national is detained at the holding facility, and a consular official from the detainee's 
country arrives at the station and requests to visit the foreign national detainee, one consular 
official shall be permitted access to that detainee, and shall be given a cursory search prior to 
entering the cell area. An officer shall be present at all times during the visit (Vienna Convention 
on Consular Relations and Optional Protocol on Disputes, 1963, Article 36, Section 1, Sub- 
Section (c)). 


Note - Refer to Section 11/3.11 — Arrest and Detention of Foreign Nationals — Consular 
Notification 


Family and Friends 


Family members or friends shall normally not be granted visitation to persons held at the holding 
facility, with the exception of juveniles. 


Segregation of Detainees (15 C.C.R. § 1050) 
Sex 
Officers shall ensure that male and female detainees are separated (15 C.C.R. § 4002). 


Drug/Alcohol 


Officers shall separate detainees who are under the influence of alcohol (See Section 11/4.1) or 
drugs from other detainees. Refer to Section 11/5.3 — Special Transportation for transportation 
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procedures. 
Violent 


Violent suspects or detainees who become violent in the holding facility, shall be transported 
without delay to the appropriate booking facility. 


Detainees whom an officer reasonably believes may become violent may be separated from 
other detainees. 


Suicidal 


Officers shall separate detainees suspected of being suicidal from other detainees (Refer to 
Section B, Subsection f). (15 C.C.R. § 1219) 


Communicable Diseases 


Officers shall separate detainees who admit they have a communicable disease(s) from other 
detainees (Refer to Section B, Subsection 1.6). (15 C.C.R. § 1051). 


Felony/Misdemeanor 


Officers shall separate detainees in custody for violation of a felony offense(s) from detainees in 
custody for violation of a misdemeanor offense(s). 


Homicide Suspects 

Detainees charged with homicide shall be segregated from other felony detainees. 
Rape Suspects 

Detainees charged with rape shall be segregated from other felony detainees. 
Juveniles/Adults 


Juvenile detainees shall be separated from adult detainees (See Section 11/4.4 - Juvenile 
Detention Procedures for further information on Juveniles). 


Other considerations regarding segregation of detainees: 


Age 


Officers shall separate elderly detainees from younger non-juvenile detainees unless officers 
determine that no threat of violence or coercion exists. 


Mental Disorder 


Officers shall separate detainees suspected of being mentally disturbed or developmentally 
disabled from other detainees (See Section B, Part 1). (15 C.C.R. § 1052). 


Gang Affiliation 
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Officers shall consider gang affiliation if applicable as a basis for separation of detainees. 
Indeterminate Sex 

If the sex of a detainee cannot be determined by officers at time of detention or there is 
evidence that the person has had a partial/complete sex change surgery, the officers shall 
contact the Watch Commander, who shall inquire whether the detainee prefers to be searched 


by a male or female officer (Refer to Section 11/3.2 - Pre- Booking Procedures). The detainee 
shall be segregated from other detainees when possible. 


Physically Disabled 


Officers shall separate detainees who are physically disabled from other detainees provided 
such action is in the interest of safety. 


Officers, with the Watch Commander's approval, may separate detainees to provide for the 
safety of both officers and other detainees in the holding facility with no deprivation of privileges 
other than those necessary to obtain the objective of protecting inmates and staff (15 C.C.R. § 
1053). 

When there is a need to separate detainees from one another and there are insufficient holding 
cells to accommodate that need, the Watch Commander shall immediately be notified and shall 
approve the immediate transfer of detainees to the appropriate facility to ensure the safety of 
detainees and officers. 

Juveniles 


Refer to Sections 11/4.3, 11/4.4 and 11/4.5 for information on the detention of Juveniles in 
LAWA Police Holding Facility. 


Persons Temporarily Held for Outside Law Enforcement Agencies 


Whenever an outside law enforcement agency requests use of the LAWA Police holding 
facilities, the Watch Commander shall: 


Verify the identification of the person(s) making the request; 
Verify that the person(s) is a sworn peace officer in his/her jurisdiction; 


Obtain the person(s) consent and agreement to abide by the LAWA Police policy for use of the 
holding facility; 


Provide the person(s) copies of all necessary forms (i.e. - Officer-Inmate Questionnaire, 
Property Inventory Form). 


Upon verification of the above information, and receipt of all necessary forms, the Watch 
Commander may grant the request, subject to the terms of this and other LAWA policies and 
procedures. 


Under no circumstances shall a person being held temporarily for an outside law enforcement 
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agency remain in the holding facility for more than 4 hours. 


The person(s) making the request shall remain with and monitor the person in custody at all 
times during the detention at the Police holding facilities. 


Emergency Procedures 
Escapes 


Should a detainee escape from the Airport Police holding facility, the following procedures shall 
be followed: 


The detaining officer(s) shall: 

Immediately contact Communications, giving all information concerning the escapee, nature of 
charge(s), whether the escapee should be considered armed and dangerous, physical 
description, clothes worn, weapons, vehicle(s) used, known accomplices, last known direction of 
travel and any other pertinent information; 


Assist the assigned Supervisor in setting up a Command Post; 


Upon conclusion of the incident, the officer(s) shall complete an Employee's Report outlining the 
circumstances of the escape. 


Communications shall: 

Immediately broadcast all available information of the escape to all Details and rebroadcast this 
information every fifteen- (15) minutes for the first hour, then once every half-hour, unless 
instructed otherwise by the on duty Watch Commander or until the escapee(s) has been 
recaptured; 


Contact all neighboring law enforcement agencies and inform them of all the details surrounding 
the escape including the information listed in Section J.1.a.; 


Enter the escape information into the CLETS for statewide broadcasting; 

Request Details assigned to the incident to use TAC-2 (LAWA/LAX). 

The Watch Commander shall: 

Assign a Supervisor to coordinate the search effort, including setup of a Command Post; 


Notify the Airport Police Chief, the Command Duty Officer, and the Commander of Patrol 
Services Section; 


Ensure that notifications to neighboring law enforcement agencies are made; and, 
Monitor the progress of the search effort. 


The assigned Supervisor shall: 
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Verify that Communications has been given the pertinent information; 

Set up a command post, either in the station or in the field; 

Immediately establish a perimeter by deploying officers to perimeter posts; 
Assign search team officers; 


If necessary, contact the LAWA Canine Unit and request a Patrol K-9 unit to assist with the 
search; 


NOTE: If the LAWA K-9 unit is not available, a request shall be made to other law enforcement 
agencies for their assistance. 


Coordinate search efforts among perimeter officers, search teams, and outside agencies, if 
utilized. 


Disturbances 

If a disturbance occurs in the Holding Facility, the first responding officers shall investigate the 
cause of the disturbance (fight inside the holding cell, detainee with weapon, etc.), request 
paramedics, if needed, and transport any detainee(s) determined to be a threat to other 
detainees and officers, with the approval of the Watch Commander. 

Officers shall write an Incident Report about the incident as outline in Section 11/4.2.L.5 

If a civil disturbance occurs outside a LAWA Police Holding Facility, the Watch Commander 
shall determine whether to immediately transport all detainees to the nearest booking facility or 
shelter all detainees in the holding facility until the civil disturbance ends or it is deemed safe to 
transport the detainees. 

Natural Disasters 


Depending on the nature of the natural disaster that occurs, the Watch Commander or designee 
shall determine whether to shelter in place or evacuate the holding facility. 


Hostages - LAWA/LAX 

If a hostage situation occurs in the Holding Facility: 

Responding officers shall cordon off the holding facility and establish a perimeter; 

All civilian personnel and detainees shall be evacuated from the Airport Police Station; 


ESU personnel shall respond to the holding facility and await the arrival of LAPD SWAT and 
hostage negotiators. 


Note - If circumstances dictate that immediate action is required to protect life, ESU shall be the 
primary responding unit for LAWA/LAX. 


Training 
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The Training Unit shall be responsible for eight (8) hours of specialized training of sworn LAWA 
Police supervisory personnel in applicable minimum jail standards, jail operations liability, 
inmate segregation, emergency procedures and planning, and suicide prevention (15 C.C.R. § 
1024). 


Training Unit shall ensure that all sworn officers are First Aid and CPR certified and trained in 
Communicable Disease Control and Blood borne Pathogens as required by Cal-OSHA. 


Safety and Fire Prevention 
The Watch Commander shall: 


Be responsible for accurately accounting for all keys to the holding facility. Master sets of keys 
shall be maintained in the Logistics Unit Office and the Watch Commander's Office; 


Have the responsibility of conducting monthly inspections and documenting the results of these 
inspections on the Holding Facility Fire and Safety Inspection form. These forms shall be 
maintained in the Watch Commander's Office and retained for a period of 2 years, per Section 
1032 of the California Code of Regulations; 


Shall be responsible for repair or replacement of any malfunctioning, defective or out-of-date fire 
equipment. 


Officers shall confiscate from detainees all matches, lighters, and any other combustible 
materials. 


While holding cells are in use, they shall be monitored by the Watch Commander via the 
audio/video system with monitors located in the Watch Commander's Office. 


Officers shall monitor detainees in holding cells every 30 minutes as set forth in Section III.A.7. 
to ensure no complications develop due to sickness or injury. 


The officer(s) shall prepare an Incident Report on an Employee's Report form whenever an 
incident occurs in the holding facility that threatens or causes physical harm to any personnel, 
detainee, or the facility (15 C.C.R. § 1044). 


The Incident Report shall include the date and time of the incident, name of persons involved in 
the incident, a description of the incident and any action taken. 


In cases where an officer(s) determines a criminal act has been committed, a crime report shall 
be completed. 


All reports related to the incident shall be completed and submitted to the Watch Commander 
prior to the end of the officer's tour of duty. Watch Commanders shall authorize overtime for 
report completion. 


In the case of an emergency situation where the LAWA/LAX Police holding facility must be 
evacuated: 


The holding facility has two routes for evacuation which are posted in the holding facility near 
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the south and east doors: 

The south door of the holding facility which exits into the parking lot; and, 

The east door which leads into the hallway. Evacuation will be out this door, east through the 
hall, past the desk area to the north lobby door, through the lobby and out the north side door of 
the station. 


It shall be the responsibility of the Watch Commander to ensure that all persons in the holding 
area are safely evacuated; 


In order to ensure the safety of all persons affected by the evacuation, detainees shall be 
handcuffed and remain in the custody of the detaining officer, who shall have the responsibility 
of physically evacuating the detainee; 


If for some reason the detaining officer is not available, the Desk Officer shall have the 
responsibility for evacuation; 


Upon evacuation, the detainee shall be placed in a patrol vehicle and driven to a safe location in 
close proximity to the holding facility. Once the emergency is secured, the detainee shall be 
transported immediately to the appropriate booking facility. 

Rights of Detainees 


The Watch Commander and detaining officer(s) shall ensure that all detainees are not: 


Held in the holding facility for more than 2 hours; However, under exigent circumstances, this 2 
hour time limit can be extended by the Watch Commander (see Section 11/4.1.C.15.d) 


Note - See Section |, Subsection 3, for exception to the 2 hour limitation for in-transit prisoners 
of outside agencies. 


Denied access to their legal counsel; or, 

Denied access to the toilet facilities. 

Sanitary napkins shall be provided free of charge to female detainees when requested. 
Access to Telephone (15 C.C.R. § 1067). 


Detainees requesting use of the telephone may be allowed to place three (3) local calls to either 
their legal counsel, family member(s) or friend(s). 


If the detainee is determined to be the custodial parent of a minor child(ren), the detainee shall 
be entitled to make two additional phone calls, free of charge, to arrange for the care of the 
minor child(ren). 

Inquiries concerning bail shall be referred to the booking facility. 

The LAWA/LAX Police holding facility is a temporary holding facility under 15 C.C.R. § 1010, 
Subsection (c), and does not: 
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Administer inmate discipline in the facility (15 C.C.R. § 1081), 


Maintain an inmate welfare fund as specified under Penal Code Section 4025 (d) as no 
permanent inmates are housed in the facility (15 C.C.R. § 1043). 


Release of Detainees From a Holding Facility Whenever a detainee is released from a holding 
facility, the detaining officer(s) shall: 


Ensure the detainee's personal property is returned. Personal property shall be inventoried by 
the detainee, and both copies of the Property Inventory Form shall be signed by the detainee 
prior to release. 

Escort the detainee out of the holding facility. 

Note - In cases where a juvenile detainee is released to a parent(s) or legal guardian(s), officers 
shall escort the juvenile detainee to the lobby area of the station and release the juvenile to the 
custody of the parent(s) or legal guardian(s). 

Officers shall complete an Employee's Report which shall include the following information: 
Name, address, and phone number of detainee; 

Physical description of detainee, noting any observable sign of injury; 

Observations of officers, reason for detention, and length of detention; and, 

Reason for release of detainee. 

Note - In cases of juvenile detainees, the name, address, phone number, type of identification 
and number presented to the detaining officer(s) (i.e. - California Driver's License, State 
Identification Card, etc.) by the parent(s) or legal guardian(s) to whom the juvenile is released 
shall be included in the report. 


Death of Detainee in LAWA/LAX Holding Facility (15 C.C.R. § 1046). 


Should a detainee die in the LAWA/LAX Police holding facility, the following procedures shall be 
followed: 


The officer(s) involved shall: 
Immediately inform the Watch Commander of the incident; 


Assist the assigned supervisor in sealing off the area to all personnel until relieved by another 
officer; 


Remain in the station for the arrival of LAPD's Force Investigation Division Detectives and 
LAWA Police Internal Affairs Investigators 


The assigned supervisor shall: 


Manual of the Los Angeles World Airports Police 


CHAPTER XI — Arrest, Transportation, and Booking 


Assign an officer as a scribe to: 


Prepare a crime scene log to record the arrival of involved investigative personnel at the holding 
facility; and, 


Maintain a chronological log of events, assignments, and response times to be given to the 
Watch Commander as part of the Incident Report. 


Request additional officers, if needed, and secure the scene; 

Ensure that the holding facility is sealed off to all personnel by posting officers outside all 
entrances and exits with orders to deny entry to all sworn/non-sworn personnel, with the 
exception of supervisors and command personnel requiring access to the Watch Commander's 
Office; 

Isolate and separate detainees from each other; 


Assign officers to continually observe each detainee until the supervisor can determine whether 
the detainee is needed for investigating purposes; 


Isolate and separate officers involved in the incident until the arrival of LAPD's Force 
Investigation Division Detectives and LAWA Police Internal Affairs Investigators; 


When LAPD Force Investigation Division Detectives and Internal Affairs Investigators arrive, the 
supervisor shall provide assistance and cooperate fully with the investigators. 


Meet with the officer(s) to: 

Discuss standard investigation procedures that will occur; 

Advise the officer(s) that he/she may request legal counsel; 

Advise the officer(s) to not discuss the incident with anyone except an attorney, association 
representative, LAWA Police or LAPD Force Investigation Division investigator until the 
conclusion of the preliminary investigation. 


The on-duty Watch Commander shall: 


Immediately contact LAPD's Force Investigation Division (via LAPD/ LAX Field Services 
Division) and LAPD Pacific Division Watch Commander informing them of the in-custody death. 


Notify the Chief of Airport Police, the Command Duty Officer, the ARCC, the Commanding 
Officer, Professional Standards Section, who will assign Internal Affairs Investigators to respond 
to the scene, and the on-call Airport Police PIO; 


Assign one supervisor to the incident, one supervisor to coordinate with the LAPD substation for 
use of their detention facility for any additional detainees and expedite transportation to the 
proper facility of any detainee remaining in the holding facility who is determined not to be a 
witness, and one supervisor to each involved officer(s) to monitor the involved officer; 


Note: A senior officer or Field Training Officer may be utilized in lieu of a supervisor to monitor 
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the involved officer(s). The assigned officer shall be advised not to discuss details of the 
incident with anyone except the supervisor, as directed. 


Prepare a complete report of the incident, including times of notification, persons contacted, and 
any other facts known, and forward it to the Chief of Airport Police. 


The Chief of Airport Police shall be responsible for notifying LAWA's Chief Executive Officer of 
the in-custody death. If requested, the Chief of Airport Police shall notify members of the Board 
of Airport Commissioners. 

Medical Review 

The Los Angeles County Department of Health Services shall conduct a medical review of any 
in-custody death, including the review of all policies and procedures of the Airport Police 
pertaining to the incident, pursuant to California Health and Safety Code 7113 and California 
Code of Regulation, Title 15, Section 1218. 

Operational Review of In-Custody Death in the Holding Facility 

An operational review shall be conducted of every in-custody death in the holding facility, 
pursuant to California Code of Regulation, Title 15, Section 1046. The review will examine the 
circumstances of the in-custody death and will be conducted within 10 days after the incident. 
The review team shall include the following personnel: 

Chief of Airport Police or designee; 

Commander, Patrol Services Section or designee; 

The involved officer(s) Commanding Officer; 


A representative from the Los Angeles County Department of Health Services or the appropriate 
jurisdictional entity; 


The attending physician; 

The involved Watch Commander; 

Training Unit sergeant; 

Training Unit OIC or designee; 

The assigned supervisor. 

At the conclusion of the operational review, a report shall be generated, in memo format, by the 
involved employee's Commanding Officer, which will include any recommendations pertaining to 
training, policy, procedures or any other issues identified during the review process. A copy of 
this report shall be forwarded to the Chief of Airport Police. 

Death of a Minor In Custody 


The Chief of Airport Police, or his/her designee, shall forward a copy of the report submitted to 
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the Attorney General's Office under Government Code Section 12525 (refer to part 9, this 
section) to the Corrections Standards Authority within 10 calendar days after the death. 


LAPD Force Investigation Division 


Per Section XVIII of the Memorandum of Agreement between the Los Angeles Police 
Department (LAPD) and the Los Angeles World Airports, the LAPD Force Investigation Division 
will conduct both the administrative and criminal investigation of the in-custody death. Upon the 
conclusion of the administrative investigation, a copy of the report shall be provided to the Chief 
of Airport Police. 


The Police Commission Office of the Inspector General will prepare an independent analysis of 
the administrative report and submit the report to the Board of Airport Commissioners for their 
consideration as part of the review process 


Board of Airport Commissioners (BOAC) Review a. All deaths, while an arrestee or detainee is 
in the custodial care of the LAWA Police, will be reviewed by the BOAC following the regular 
internal review process. 


All in-custody deaths to be reviewed by the BOAC will be forwarded to the Chief of Airport 
Police following the internal review and evaluation. 


Review Process 


The involved employee(s) Division Commander shall provide a preliminary report and briefing of 
each in-custody death incident presented to the BOAC for review. 


Additional briefings shall be provided to the BOAC upon conclusion of the Coroner's Office 
Inquest and any other investigations conducted pertaining to the death in custody. 


The BOAC will review the in-custody death and all documentation and either concur with the 
Police Division findings or disagree with all or part of the findings. 


When the BOAC disagrees with an in-custody death finding, it may request the Chief of Airport 
Police to direct the Police Division Operational Review Team to reconvene and review those 
specific areas of BOAC concern. The Chief of Airport Police or his/her designee will re-brief the 
BOAC on any returned investigation. 


Reporting Requirements 


The Airport Police Division shall, within 10 days after the death, report in writing to the Attorney 
General all facts in possession of the Division, pursuant to Government Code 12525. 


11/4.3 Detention of Juveniles in LAWA Police Holding Facility 


California Code of Regulations, Title 15, Division 4, Chapter 2, Subchapter 7.5 deals with the temporary 
custody of minors in law enforcement facilities. Under Section 207.1 of the California Welfare and 
Institution Code (W.1.C.), the LAWA Police holding facility is designated as a "Lockup." 


Any minor taken into temporary custody by a peace officer under W.1.C. Section 602 may be held in 
secure detention or non-secure custody within a lockup facility for a maximum of six hours (15 C.C.R. § 
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DEFINITIONS 


A. 


11/4.4 


W.1.C. Section 601 


Minors under the age of 18 years who are deemed wards of the court. This includes truancy, 
incorrigible, and runaways. 


W.1.C. Section 602 


Minors under the age of 18 years who violate any law other than an ordinance establishing a 
curfew based solely on age. 


Lockup 


Any locked room or secured enclosure primarily used for the temporary confinement of adults 
upon arrest. 


Secure Detention 


A minor being held in temporary custody is locked in a room or enclosure and/or physically 
secured to a cuffing rail or other stationary object (15 C.C.R. § 4551 (b)). 


Non-secure Custody 

A minor's freedom of movement is controlled by the facility staff; and: 

The minor is under constant personal visual observation and supervision by staff or officers; 
The minor is not locked in a room or enclosure; 


The minor is not physically secured to a cuffing rail or other stationary object (15 C.C.R. § 4551 


(c)). 
Juvenile Detention Procedures 
Guidelines 


The Watch Commander shall determine whether the juvenile shall be held in secure detention 
or non-secure custody within the following guidelines: 


Minors, who come under the provisions of W.I.C. § 601, may only be held in non-secure 
custody. Officers shall make arrangements to transfer the minor to a sheltered-care facility or 
crisis resolution home as soon as possible (W.I.C. § 207(a)). 


A minor who is taken into temporary custody by a peace officer on the basis that he or she is a 
person described by W.I.C. § 602 may be held in secure detention in a law enforcement facility 
that contains a lockup for adults if the minor is 14 years of age or older and if, in the reasonable 
belief of the peace officer, the minor presents a serious security risk of harm to self or others, as 
long as all other conditions of secure detention set forth in these standards are met. Any 
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detained minor who is less than 14 years of age, or who does not in the reasonable belief of the 
detaining officer presents a serious security risk of harm to himself/herself or others, shall not be 
placed in secured detention, but may be kept in non-secure custody. (W.1.C. § 207 1(d); 15 
C.C.R. § 1145,) 


In making a determination whether the minor presents a serious risk of harm to self or others, 
the officers may take into account the following factors: 


Age, maturity, and delinquent history of the minor; 
The severity of the offense(s) for which the minor was taken into custody; 


The minor's behavior, including the degree to which the minor appears to be cooperative or 
non-cooperative; 


The availability of officers to provide adequate supervision or protection of the minor; 
The age, type, and number of other individuals who are detained in the holding facility. 
Secure Detention 


Officers shall inform the minor of the purpose for the detention, the expected detention time, and 
of the maximum six hour time limit (W.1.C. Section 207.1(d) (3)). 


If the minor is placed in a locked room: 

The minor shall be permitted to wear his personal clothing, unless the clothing is inadequate, 
presents a health problem, or is evidence of a crime. The minor will be provided blankets and 
clothing, as necessary, to provide for the comfort of the minor (15 C.C.R. § 1148); 


Officers shall remain in a location where the minor can be heard (15 C.C.R. § 1147); 


Officers shall make unscheduled personal visual inspections of the minor every 30 minutes (15 
C.C.R. § 1147) and log this visit on the Holding Cell Log; 


The locked room shall have a seat or bench (15 C.C.R. § 1146); 


Male and female minors shall not be placed in the same locked room unless they are under 
constant direct visual observation by an officer. 


If a minor is held outside of a locked enclosure, the minor may be secured to a stationary object 
for a maximum of 30 minutes under the supervision of an officer. 


The Watch Commander shall approve a minor being secured to a stationary object for longer 
than 30 minutes, and every 30 minutes thereafter. The reasons for continued secure detention 
shall be documented. Minors secured to a stationary object shall be moved to a locked enclose 
as soon as one is available (15 C.C.R. § 1148). 

Reporting Requirements for Minors Placed in Secure Detention (W.1.C. § 207.1 (d)(6)) 


Employee's Report 
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Officers shall complete an Employee's Report for each minor held in secure detention which 
shall include the following information: 


The offense which is the basis for the secure detention; 

The reasons and circumstances forming the basis for the decision to place the minor in secure 
detention (i.e. - Observable behavior exhibited by the juvenile that led the officer to believe the 
juvenile could cause harm to himself or others, etc); 

The time secure detention began; and, 

The time secure detention ended. 

Secure Detention of Juveniles Log 

This form shall be used to record the daily secure detention of specified juveniles, detained 
under authority of W.I.C. § 602, in a LAWA Police Holding Facility. The Secure Detention of 
Juveniles Logbook shall be located in the Watch Commander's Office. 


Procedures for Use of Secure Detention of Juveniles Log 


Officers shall enter information for each juvenile placed in secure detention, regardless of the 
length of time. 


The following Reason for Detention Codes, number 1 to 4, shall be used for the heading 
"Reason Detained": 


Accused of a felony crime against persons, including homicide, forcible rape, mayhem, 
kidnapping, aggravated assault, robbery, or extortion. 


Accused of other felony crime not listed in No.1. 
Accused of a misdemeanor crime. 
Detained for other reasons. 


The following Type of Release Codes, number 1 to 3, shall be used for the heading "Type of 
Release": 


Juvenile released to parents/own recognizance. 

Transfer to detention facility. 

Other type of release. 

Officers shall complete the log entry and ensure that a supervisor signs the log entry prior to 
releasing or transporting the juvenile. The supervisor shall ensure that each juvenile is counted 


only once. 


On the last day of the month, the PM Watch Commander shall collect all the Secure Detention 
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of Juveniles Logs for that month and forward them to the Commanding Officer, Patrol Services 
Section, for final approval and signature. 
The Commanding Officer, Patrol Services Section, shall forward the signed logs to Records 
Unit, who shall be responsible for maintaining the logs (See Section 11/4.5 - Juvenile Detention 
Reporting Requirements). 
Non-Secure Custody 
Minors held in temporary custody who do not meet the criteria for secure detention as specified 
in W.I.C. § 207.1(d), may be held in non-secure custody if a brief period of time is needed to 
investigate the case, facilitate release of the minor to a parent or guardian, or arrange transfer of 
the minor to an appropriate juvenile facility. 
All minors in non-secure custody shall be under constant personal observation by an officer. 
Monitoring a minor using audio, video, or other electronic devices shall never replace personal 
visual supervision (15 C.C.R. § 1150). 
Reporting Requirements for Non-Secure Custody 
Non-secure Detention of Juveniles Log 
This form shall be used to record the daily non-secure detention of juveniles, detained under 
authority of W.I.C. §§ 300, 601, and 602, in a LAWA Police Holding Facility. The Non-secure 
Detention of Juveniles Logbook shall be located in the Watch Commander's Office. 
Procedures for Use of Non-secure Detention of Juveniles Log 


Officers shall enter information for each juvenile placed in non-secure detention, regardless of 
the length of time. 


The following Reason for Detention Codes, number 1 to 4, shall be used for the heading 
"Reason Detained": 


Accused of a felony crime against persons, including homicide, forcible rape, mayhem, 
kidnapping, aggravated assault, robbery, or extortion. 


Accused of other felony crime not listed in No.1. 
Accused of a misdemeanor crime. 
Detained for other reasons. 


The following Type of Release Codes, number 1 to 3, shall be used for the heading "Type of 
Release": 


Juvenile released to parents/own recognizance. 
Transfer to detention facility. 


Other type of release. 
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Officers shall complete the log entry and ensure that a supervisor signs the log entry prior to 
releasing or transporting the juvenile. The supervisor shall ensure that each juvenile is counted 
only once. 

On the last day of the month, the PM Watch Commander shall collect all the Non-secure 
Detention of Juveniles Logs for that month and forward them to the Commanding Officer, Patrol 
Services Section, for final approval and signature. 

The Commanding Officer, Patrol Services Section, shall forward the signed logs to Records 
Unit, who shall be responsible for maintaining the logs (See Section 11/4.5 - Juvenile Detention 
Reporting Requirements). 

General 


Officers shall ensure that minors held in secure detention and non-secure custody (15 C.C.R. § 
1143) are provided: 


Reasonable access to toilets and washing facilities; 

A snack if the minor has not eaten within four (4) hours; 

Note - See Section 11/4.4.D.8 for snack purchasing procedures. 
Reasonable access to drinking water; 

Privacy during visits with family, guardian and/or lawyer; and, 
Reasonable access to a telephone (W.I.C. § 627 (b)). 

Discipline 


The LAWA/LAX Police holding facility is a temporary holding facility under 15 CCR § 1010 (c), 
and does not administer discipline to juvenile detainees in the facility(15 C.C.R. § 1142 (d)) 


Suicide Risk and Prevention 


If the detaining officer has reasonable cause to believe that a juvenile detainee is suicidal or 
contemplating suicide, the juvenile shall not be left alone. The officer shall immediately advise 
the Watch Commander, who shall assign an officer to constantly visually monitor the juvenile 
until transported to a juvenile holding facility. The juvenile shall be segregated from other 
juveniles (15 C.C.R, § 1542 (a)). 


Officers should be aware that the high suicide risk period falls within the first 3 hours of 
detention. Juvenile detainees fall within a suicide victim's profile as the juvenile may be a first- 
time offender and is being held in a temporary holding facility. 

Use of Restraining Devices 

Officers shall not hold a juvenile in the holding facility with any restraining devices on the 
juvenile (i.e. - handcuffs, cord-cuff leg restrainers). If officers determine the juvenile is extremely 
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violent and requires restraint, the detainee shall be held in secure detention until transported to 
a juvenile holding facility (15 C.C.R. § 1542 (b)). 
Medical Assistance and Services 


Officers shall follow the Medical Screening and Emergency Medical Procedures outlined in 
Section 11/4.2, Part Ill, Section B, when dealing with detained juveniles (15 C.C.R. § 1542 (c)). 


Notification to Parent(s) or Legal Guardian 


Officers shall notify or attempt to notify the juvenile's parent(s) or legal guardian within 2 hours 
of entering the holding facility. 


If contact is not made with the juvenile's parent(s) or guardian, and the juvenile is eligible for 
release to a parent or guardian, officers shall contact the appropriate County Probation 
Department for W.I.C. § 601/602 cases, and the appropriate Department of Children Services 
for W.1.C. 300 sections, and for all other circumstances. 


If the juvenile is to be booked and determined to be eligible for release to a parent or guardian, 
officers shall have the parent(s) or guardian respond to the appropriate booking facility. 


If the juvenile is to be released to his parent(s) or guardian at a LAWA Police facility, officers 
shall: 


Ensure the juvenile's personal property is returned. Personal property shall be inventoried by 
the juvenile prior to release. 


Escort the juvenile detainee to the lobby area of the station and release the juvenile to the 
custody of the parent(s) or legal guardian(s). 


Complete an Employee's Report which shall include the following information: 


Name, address, and phone number of the juvenile; 0 Physical description of the juvenile, noting 
any observable sign of injury; 


Observations of officers, reason for detention, and length of detention; and, 

Reason for release of detainee. 

The name, address, phone number, type of identification and number presented to the detaining 
officer(s) (i.e. - California Driver's License, State Identification Card, etc.) by the parent(s) or 
legal guardian(s) to whom the juvenile is released. 

Contact With Adult Detainees 

Contact with adult detainees and minors who are either in secure detention or non-secure 
custody in a law enforcement facility shall be restricted as follows (15 C.C.R. §§ 1544 and 
1546): 

No verbal, non-verbal, or visual communication between the minor and the adult detainee shall 


be allowed; 
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If an adult detainee is present with the minor in the same room or area, officers shall maintain a 
constant side-by-side presence with either the minor or adult detainee to assure there is no 
communication between the minor and the adult detainee. Situations in which a minor and an 
adult detainee may be in the same room or corridor shall be limited to the following: 


Booking; 
Medical screening; 
Movement of person in custody within the law enforcement facility. 


Snack Purchase and Reimbursement Procedures Pursuant to California Code of Regulations 
Section 1543 requiring that a minor being detained who has not eaten within four (4) hours be 
provided with a snack, a Juvenile Fund has been created for snack purchases. 


Snack Purchase Procedures 


When an officer detaining a minor discovers that the minor has not eaten within four (4) hours, 
the officer shall immediately advise the watch commander, who shall assign an officer to 
purchase a snack for the minor from either a market, restaurant, or vending machine. The snack 
shall consist of a beverage and a snack food. The assigned officer shall: 


Be allocated five (5) dollars per juvenile to be provided a snack from the Juvenile Fund and sign 
for the allocated funds via the Juvenile Fund Cash Memo. The on-duty Watch Commander shall 
sign and approve the allocation; 


Request and retain the receipt of the purchase. If the snack is purchased from a vending 
machine, the officer shall note the item's brand name; item description and item price; 


Complete the JUVENILE FUND CASH MEMO, showing the amount of purchase, and the 
amount of money returned to the Fund; 


Attach the original receipt (if any) to the completed JUVENILE FUND CASH MEMO and give 
the report to the on-duty Watch Commander. 


The Watch Commander shall review the completed JUVENILE FUND CASH MEMO, note the 
amount of the purchase, the amount returned to the Juvenile Fund on the JUVENILE FUND 


CASH MEMO, and sign the bottom of the form as indicated. The MEMO, and all relevant 
paperwork, shall be placed in the Juvenile Fund Log Book. 


Note - Officers shall make note of any snack purchase made for detained juveniles on related 
Employee Reports and/or Arrest Reports using the same event number. 


Audit and Control 
The Juvenile Fund box shall be secured in the Watch Commander's Office. 
At the beginning of each watch, the Watch Commander shall count the money in the Juvenile 


Fund and enter the amount on the Juvenile Fund Audit Sheet which shall be located in the 
Juvenile Fund Log Book. 
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At the end of each watch, the Juvenile Fund shall again be counted and any purchases noted in 
the appropriate box on the Juvenile Fund Audit Sheet. 


Funding 


At the end of each month, a copy of the Juvenile Fund Audit Sheet and all paperwork reflecting 
purchases from the Juvenile Fund shall be forwarded to the Fiscal Support Unit for 
reconciliation and reimbursement by Accounting. 


Fiscal Support Unit shall request funding from Accounting to ensure that the Juvenile Fund 
contains one hundred (100) dollars at the beginning of each month. 


If the Juvenile Fund amount drops below $50.00 prior to the end of the month, the concerned 
Watch Commander shall begin the reimbursement process according to item (1) above. 


Intoxicated and Substance Abusing Minors 


Whenever an officer detains a juvenile under W.1.C. Section 602, and determines that the 
juvenile is intoxicated or is a current illegal substance abuser, the officer shall: 


Transport the juvenile to a contract medical facility and obtain a medical clearance for booking 
prior to transporting the juvenile to the holding facility (15 C.C.R. § 1151). 


Attempt to contact the juvenile's parent(s) or legal guardian within 2 hours of entering the 
holding facility. 


If it is determined that the juvenile will not be booked, or the juvenile shows no signs of overt 
intoxication, and is eligible to be released to his/her parent(s) or legal guardian, the officer shall 
inform the parent(s) or legal guardian prior to releasing the juvenile that the juvenile is 
intoxicated or a substance abuser and was medically examined and/or treated by a physician. 


If contact is not made with the juvenile's parent(s) or legal guardian, officers shall contact the 
County Probation Department for advice on placement of the juvenile. 


If the juvenile is to be booked, the juvenile shall be transported to a juvenile booking facility. 
Juvenile Detention Reporting Requirements 
California Corrections Standards Authority Reporting Requirements 


At the end of each month, the Secure Detention of Juveniles Logs and the Non-secure 
Detention of Juveniles Logs shall be forwarded to Records Unit, which shall maintain the logs. 
Records Unit shall record all entries of secure detention or non-secure custody entered on both 
the Secure Detention of Juveniles Log and Non-secure Detention of Juveniles Logs on the 
Monthly Log for the Confinement of Juveniles. Records Unit shall also record all entries of 
secure detention and non-secure detention upon the Monthly Report on the Detention of Minors 
in Buildings that Contain Lockups/Jails. 


Said report shall be forwarded to the Chief of Airport Police, who shall review, sign, and forward 
the report to the California Corrections Standards Authority (W.I.C. Section 207(e)). 
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Annual Certification: Temporary Custody of Minors in Law Enforcement Facilities 


W.1.C. Section 210.2(b) requires that every person in charge of a law enforcement facility which 
contains a lockup for adults and which is used in any calendar year for the secure detention of 
any minor shall certify annually that the facility is in conformity with the regulations adopted by 
the California Corrections Standards Authority. This certification shall be signed by the Chief of 
Airport Police and forwarded to the California Corrections Standards Authority. 


Death of a Minor While Detained Reporting Requirements 


For reporting requirements concerning death of a minor while detained in the LAWA/LAX Police 
holding facility, refer to Section 11/4.2.0.5.b 


In-Custodial Transportation 


11/5.1 Procedures 


The following procedures shall be followed by all officers in transporting persons in custody: 


A. 


General. 

Upon taking anyone into custody, the arresting officers shall be responsible for the safe 
transportation of that person to a LAWA Police holding facility prior to transfer to the appropriate 
booking/ detention facility, or other location (Refer to Section 11/3.1 and Section 11/4.1 for types 
of detainees who shall not be transported nor detained in a LAWA Police Holding Facility, and 
Section 11/5.3 for transportation procedures). 


Note: Officers assigned to LAWA Police facilities with no holding facilities shall, upon the 
approval of a supervisor, transport the person in custody to the appropriate booking facility. 


Transportation Vehicles. 


All persons in custody shall be transported in a marked black and white patrol vehicle with the 
following modifications: 


All rear window cranks shall be removed from the interior. 
All rear door interior handles are removed or disabled. 


All rear doors are modified so doors must be opened and unlocked from the outside by the 
officers transporting. 


Exception: Officers assigned to specialized units that utilize unmarked vehicles for plainclothes 
assignments may, with permission of the on-duty Watch Commander when no marked black 
and white patrol vehicles are available, transport a person in custody in a vehicle other than a 
marked black and white. 

Officers Transporting. 


All persons in custody shall be transported by two officers, one officer driving, and the other 
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officer seated in back of the driver with the person(s) in custody. The officer seated with the 
person(s) in custody shall be responsible for controlling them for prevention of escape or injury 
to the officers or person(s) in custody. The person(s) in custody shall be secured by vehicle 
safety belts. 


The following guidelines shall be adhered when transporting: 
1. Persons in custody will normally be transported with at least one officer of the same sex. 


However, when this is not possible, officers shall contact Communications and give the 
following information: 


a. Location of departure 

b. Odometer reading 

C. Communications shall respond with the Time of Departure. 

2. Upon arrival at the destination, officers shall again contact Communications either by radio or 


telephone, and give the following information: 
a. Location of arrival 
b. Odometer reading 


Communications shall respond with the Time of Arrival. 


3. At the officer's or supervisor's discretion, one officer may transport in a car equipped with a 
cage, if: 

a. The officer has only one person in custody; 

b. The person does not require medical attention; 

C. The person is not violent. 

D. Engaging in Law Enforcement Activities While Transporting. 


When transporting a person(s) in custody, officers shall not engage in law enforcement activity 
except when a clear and present danger exists to innocent lives or other law enforcement 
personnel, and prisoner escape is minimal. Incidents of a law enforcement nature observed by 
officers transporting shall be relayed to Communications for dispatch purposes in all other 
instances. 


E. Questioning of Persons in Custody. 
In cases where an officer other than the arresting officer transports a person(s) in custody, the 
officer shall not attempt to question the person(s), nor assist in the investigation unless 
specifically requested by the arresting officer. 


11/5.2 Searches 
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Transportation Vehicle. 


Prior to placing the person(s) in custody into the vehicle to be used, officers shall search any 
area to be used for transportation for weapons and contraband, specifically under the rear seat, 
on the rear floor, and under the front seat. Upon completion of any in-custody transportation, 
these areas shall be searched again for weapons, contraband, and evidence by the officers 
transporting. 


Person(s) In Custody. 


All persons in custody shall be given a cursory search for weapons prior to transportation. This 
may be done by an officer of the opposite sex of the person being searched if no officer of the 
same sex is available. The officer of the opposite sex conducting the search shall exercise 
discretion to minimize the intrusion of the search while ensuring the safety of the officer. 


Upon arrival at a LAWA Police holding facility, all persons in custody shall be thoroughly 
searched for weapons and contraband by the officers transporting. This search will be 
conducted by an officer of the same sex as the person(s) in custody, except in specific 
circumstances where there is a reasonable cause to believe that: 


The person in custody is armed with a weapon. 
Any delay in searching may result in destruction or loss of evidence. 


An Employee's Report shall be submitted to the on-duty Watch Commander whenever an 
exceptional search occurs outlining the circumstances of the search. Under no circumstances 
shall the transporting officers assume that any person in custody has previously been searched 
by the arresting officer(s). Persons in custody shall be searched each and every time 
transportation occurs, whether or not they were previously searched. 


Special Transportation 
Violent Persons In Custody 


Note: Under no circumstances shall this type of person in custody be transported to and 
detained in a LAWA Police Holding Facility. 


Persons In Total Appendage Restraint 


In cases where the person in custody is extremely violent and requires total appendage 
restraint, a private ambulance service shall be used for transportation, with one officer in the 
ambulance to accompany the person in custody, and the partner officer following in a patrol 
vehicle. 


The only exception to the above procedure is when paramedics transport a person in total 
appendage restraint to a medical facility for further medical treatment. However, upon arrival to 
the medical facility, any further transportation of the person in total appendage restraint shall be 
done by private ambulance. 


If the person is determined to fall under the criteria of W.I.C. Section 5150, the person shall be 
transported to Harbor-UCLA Medical Center or the appropriate medical facility with emergency 
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psychiatric services. 
If the person is to be booked, officers shall: 
Obtain medical clearance to book from a contract medical facility; 


Contact the appropriate County Jail Inmate Receiving Center Watch Commander and request 
permission to book the person. Upon approval, the person shall be transported by private 
ambulance to the County Jail Inmate Receiving Center for booking. 


If the County Jail Inmate Receiving Center Watch Commander recommends booking at a 
different facility, officers shall follow the advisement given. 


Note: If, at any time, it is determined to de-escalate and hobble the person, the person may be 
transported to the appropriate booking facility. 


Hobbled Persons 


Officers may transport a hobbled person in custody in a patrol vehicle to the appropriate 
booking facility. They shall be seated in the right rear seat and secured by a seat belt. The long 
lead of the Ripp Hobble will be placed outside of the rear door. The rear door shall be closed 
and the long lead will then be placed in the adjacent front door of the patrol vehicle, leaving the 
lead's clip end on the front floorboard. The front door can then be closed, thus preventing the 
long lead from becoming entangled in the rear tire of the patrol vehicle. 


Juveniles. 


Officers detaining juveniles shall advise the juvenile of his constitutional rights and charges prior 
to transportation. The juvenile shall not be transported with an adult suspect unless both the 
juvenile and the adult are being detained for the same crime. 


For the purpose of this section, only those juveniles fourteen (14) years or older and under 
Section 602 of the Welfare and Institution Code are affected. 


Females between the ages of five (5) to eighteen (18) years old shall be transported, if possible, 
by a female officer. If none is available, two (2) male officers will be utilized and shall follow time 
and mileage procedures previously outlined in Section 11/5.1 C.1. 


Handicapped Persons In Custody. 


Depending upon the disability, handicapped persons in custody will be transported by either 
patrol vehicle or ambulance. If an ambulance is requested, a supervisor shall respond to the 
location to evaluate the validity of the request. Officers shall ensure that wheelchairs, crutches 
or prosthetic devices are transported along with the person in custody. 


Under Doctor's Care. 
When an officer(s) learns that a person in custody is under a doctor's care and is taking 
prescribed medication, prior to booking, the arresting officers shall transport the person in 


custody to the nearest booking facility with a physician on duty or to a contract medical facility 
for pre-booking examination. It shall be the officer's responsibility to ensure that any medication 
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needed is transported with the person. (See Section 11/3.4 - Pre-Booking Policies and 
Procedures). 


However, when an officer(s) learns that a person in custody is taking life sustaining medication 
or has a life sustaining appliance (i.e. a pacemaker), the person shall be immediately 
transported to a contract hospital or booking facility with a physician on duty. It shall be the 
officer's responsibility to ensure that any medication needed is transported with the person, and 
obtain a medical booking approval prior to booking (See Section 11/3.4 - Pre-Booking Policies 
and Procedures). 


Physically Ill Persons In Custody. 


When it comes to the attention of the arresting officer that the person in custody is seriously ill 
(unconscious, incoherent, experiencing convulsions), or is in need of immediate medical 
attention, paramedics shall be notified and, depending on the severity of the injury, the person 
may be transported to a hospital. 


If the illness is not severe or an immediate threat, the arresting officers shall transport the 
person in custody to the nearest booking facility with a physician on duty or to a contract 
medical facility for pre-booking examination. (See Section 11/3.4 - Pre-Booking Policies and 
Procedures). 


Injured Persons In Custody. 


When, incidental to an arrest, a person in custody is injured, paramedics shall be notified 
depending on the severity of the injuries. If transported to a hospital by ambulance, one officer 
shall ride in back with the person in custody while the partner officer follows in a patrol vehicle. 
While at the hospital, one officer shall remain with the person in custody at all times to prevent 
escape. Officers shall obtain a medical booking approval prior to booking (See Section 11/3.4 - 
Pre-Booking Policies and Procedures). 


Infectious Diseases. 


When arresting officers learn that the person in custody has a highly contagious or life- 
threatening disease, the officers shall transport the person in custody directly to the appropriate 
County Jail Facility, and have the person in custody medically examined there. (See Section 
11/4.2.B - Use of Holding Facility). 


Note - For transportation of persons in custody with tuberculosis, see Section 11/6.14 — 
Airborne Pathogen — Tuberculosis. 


The officers transporting the person shall submit an Employee's Report outlining the 
circumstances of the custody, type of disease the person claimed to have, and any other 
relevant information to the on-duty Watch Commander. This report shall be forwarded to the 
Records Unit, who will enter it into the officer's package. 


Pregnant Women 
Women in their final trimester (Seventh, eighth or ninth month) of pregnancy shall be transported 


to the nearest booking facility with a physician on duty or to a contract medical facility for pre- 
booking examination. (See Section 11/4.2, Subsection B, paragraph e - Use of Holding Facility). 
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Officers shall contact the appropriate booking facility for advice on where to book the detainee. 
Persons Suspected of Swallowing Objects 

When arresting officers suspect the person in custody swallowed an object before, during or 
after being placed in custody, the person in custody shall be immediately transported to the 
nearest contract medical facility for examination (See Section 11/3.4 - Pre-Booking Policies and 
Procedures). 

Note: If the person in custody starts to choke or symptoms of possible drug overdose are 
present, officers shall treat the person in custody as a medical emergency and request 
paramedics respond to the scene. 

Persons Under the Influence of Alcohol In Violation of C.P.C. Section 647F 

When officers detain a person under the influence of alcohol who cannot care for 
himself/herself, and no other criminal activity is present, the person may be placed ina 
detoxification center provided they meet placement criteria and space is available. 

Criteria for Placement in Detoxification Center 


Whenever an officer detains an individual under the influence of alcohol, the officer shall 
determine if the individual meets the following criteria for placement in a detoxification center: 


The individual is under the influence of alcohol. Those under the influence of narcotics will not 
be accepted; 


The placement is voluntary on the part of the individual; 
The individual is able to walk without assistance; 
The individual is not combative or aggressive; 


The individual does not require medical treatment, does not have any medical problems, nor is 
under a doctor's care. 


Procedures for Placement 

Officer's Responsibility 

If the individual meets the above criteria, the officer shall: 

Inquire if the individual would agree to being detained in a detoxification center; 


Request Communications call the detoxification center(s) and inquire if the center can accept 
the individual; and, 


Obtain supervisory approval for transportation of the individual from the field to the available 
detoxification center. 


Communication's Responsibility 
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Communications shall contact the detoxification centers for space availability and approval for 
transportation of the individual to the center. 


Upon acceptance of the individual, Communications shall inform the officer the name and 
address of the center to be used. If no room is available, the officer shall be notified. 


If no placement is available for the individual, or if he/she is not qualified for placement in a 
detoxification center, the individual shall be transported to the nearest booking facility with a 
physician on duty for pre-booking examination and medical booking approval and booked for 
C.P.C. Section 647F. 


Under no circumstances shall an individual in custody for C.P.C. Section 647F be placed ina 
LAWA Police holding facility cell for any length of time. 


Persons In Custody Who Meet Criteria of Section 5150 


All subjects detained for psychiatric evaluation shall be transported to Harbor-UCLA Medical 
Center, Emergency Psychiatric Ward or the appropriate medical facility with emergency 
psychiatric services. The transporting officer shall be required to complete the "Request for 72 
hour Psychiatric Hold." 


Prior to transporting the person, officers shall have a supervisor respond to their location. The 
supervisor shall view the detainee, obtain information pertaining to the circumstances 
surrounding the detention, and, if appropriate, approve transportation. 


11/5.4 Escapes 


If a person in custody escapes during transportation, the officers transporting shall immediately: 


A. Notify the jurisdictional law enforcement agency affected giving the escapee's name, physical 
description, last known direction of travel, descriptions of weapons used, accomplices seen and 
any vehicles used. 

B. Notify the on-duty Watch Commander of the escape. The Watch Commander shall dispatch a 
supervisor to the escape location. 

C. Liaison and assist local law enforcement officers in the search for the escapee. 

D. Regardless of the escapee's capture, both transportation officers shall submit an Employee's 
Report to the on-duty Watch Commander outlining the circumstances of the escape, 
notifications made, and disposition of the escapee. Copies of these reports shall be forwarded 
to the Chief of Airport Police, all Sectional Commanders and all Watch Commanders. 

11/6 Communicable Disease Policy 

11/6.1 Policy 


The LAWA Police are entrusted with the responsibility of protecting patrons of the Los Angeles World 
Airports and ensuring that all persons at LAWA receive the highest level of professional police service. 
To fulfill this responsibility, it is necessary to train officers on all aspects of AIDS and other 
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communicable diseases that affect their assignments and to implement procedures to protect officers 
from undue exposure to disease to allow them to effectively function in their law enforcement role. 


Adherence to these procedures will enhance the officer's ability to perform their law enforcement 
function in a safe and effective manner for themselves and the public. 


11/6.2 Search Procedures and Suspect Contact 


The searching of suspects is a procedure which officers must conduct in a safe and systematic manner. 


A. 


Sharp Items Concealed on Suspects 

Any sharp item that is concealed on a suspect is a potential hazard for officers conducting a 
search. They can puncture a rubber glove or the officer's skin, which is a natural barrier to 
infection or contamination. 


Officers should not probe and search with their hands in areas that cannot be visually scanned 
first. Searching blindly is very dangerous and should be avoided whenever possible. 


Needles and syringes concealed upon the persons of drug abusers are a very real threat to law 
enforcement personnel. Do not take needless risks. Always assume such objects are present. 


Safe Search Procedure 


To prevent injury during the search of a suspect, it is recommended that officers utilize the 
following search procedure: 


Ask the suspect being searched if he/she has any needles or other sharp items concealed on 
their person or in their clothing. 


If you receive an affirmative response, you may wish to address those areas first. 
Make a visual inspection of the person being searched to locate obvious problems areas. 


Before searching interior areas, inspect the exterior areas by lightly feeling the outside of the 
clothing to identify potential hazards. 


When an item is located, instruct the suspect to remove the item from their pocket, unless you 
believe the item is a weapon or dangerous instrument that could be used against you, and have 
them turn pockets inside out for visual inspection. 


Officers should remove larger items of clothing such as jackets or coats, and examine them 
separately. 


Arrestees or detainees, who are combative or refuse to comply with these search procedures, 
shall be physically restrained, as necessary, during the search procedure to prevent injury to 
officers through needle sticks or cuts. 

Saliva, Urine and Feces 


In a holding, booking, or juvenile detention facility, officers may become involved with a 
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combative detainee, who may spit on the officer, or who may throw urine or feces. Transmission 
of the AIDS virus through these mediums is unlikely; however, other diseases may be 
transmitted and contracted. Officers should wash affected areas with soap and hot water as 
soon as possible. 


Bite Wounds 


Bite wounds caused by combative detainees or suspects are of particular concern for officers. 
Anytime the skin is pierced, the protective barrier it provides is compromised and infection is 
possible. 


The AIDS virus and other diseases can be transmitted through bite wounds if the suspect has 
blood in his/her mouth at the time of the bite and his/her blood mixes with that of the injured 
officer. Concentrations of the AIDS virus are very low in saliva, and consequently transmission 
through that medium is unlikely. Whether or not the detainee or suspect is a person known to be 
infected with the AIDS virus or another disease, if an officer is bitten, the officer shall: 


Immediately squeeze the wound, allowing it to bleed freely so that all viral contaminants may be 
flushed out with the blood; 


Thoroughly wash the wound with hot water and soap; and, 


Contact a supervisor. The supervisor shall immediately contact the appropriate contract medical 
facility for advice and arrange transportation for the officer to a contract hospital for medical 
attention. 


Airborne Exchanges 


The incidence of tuberculosis in the custody environment, within some immigrant populations 
and among the homeless is significantly higher than we find in the general population. 
Consequently, care should be exercised when you encounter a situation where face to face 
encounters can result in the exchange of airborne pathogens, especially with high-risk groups. 


Avoid face to face encounters with persons who are coughing unless you have proper 
protection from a mask. 


If notified that a person has tuberculosis or is suspected of having tuberculosis, wear a 
protective mask when dealing with them. 


11/6.3 Handling of Evidence and Crime Scene Conduct 


Evidence containing, or contaminated with, blood or body fluids (either in a fluid or dry state) pose a 
significant threat of infection to officers. To avoid unnecessary exposure to communicable diseases, 
officers shall follow the following procedures. 


A. 


Protective Clothing and Equipment 


Protective clothing and equipment is necessary to protect officers from transmission of disease 
from contaminated evidence. Officers anticipating situations requiring varying degrees of 
protection shall wear those items of equipment that will afford the level of protection needed. 
The type of evidence and the location where it is being handled will play a significant part in this 
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decision. 
Protective clothing and equipment may include: 
Disposable rubber/latex gloves 


Rubber/latex gloves shall be worn while handling evidence contaminated with blood or body 
fluids. Two sets of gloves may be worn, one over the other, if the possibility of breakage is likely. 


NOTE - Leather gloves are porous, moisture absorbent and should never be utilized as a 
substitute for rubber/latex gloves. However, combining leather and rubber/latex gloves for 


search purposes is recommended. Kevlar gloves, which are puncture-resistant, are 
recommended for duty use. 


Sleeve protectors 


Sleeve protection should be worn when contaminated material may splash on an officer's arms. 
Long sleeve shirts or jackets also provide sleeve protection. 


Eye and face protectors 


Eye and face protection should be worn when it is possible contaminated material may splash 
into an officer's eyes or upon the face. 


Protective suits and/or aprons 


Protective suits and/or aprons should be worn when it is possible contaminated material may 
splash on an officer's clothing. 


Protective footwear coverings 


Protective footwear covering should be worn when necessary to protect the foot area from 
contamination. Footwear covering should be removed when leaving a contaminated area to 
reduce the spread of disease to non-contaminated areas. 


Breathing masks 


Breathing masks shall be used whenever officers initiate CPR to an injured person (Refer to 
Section 11/6.5). B. Packaging of Bio-hazardous Evidence 


All items of evidence contaminated with blood or other body fluids (either in a fluid or dry state) 
shall be placed into a container bearing the international biological hazard symbol. 


All human and/or animal biological matter shall be treated as if it is contaminated. 
Items of evidence contaminated with blood or body fluids shall be air dried prior to packaging. 
Evidence found during the search of a prisoner's body cavity shall be packaged and labeled in 


the same manner as any other bio-hazardous material. Labeling shall specify where the 
evidence was located within the prisoner's body. 
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To prevent injury to officers, all sharp items of evidence such as needles and knives shall be 
stored in puncture proof containers. Packaging in this manner will allow the item of evidence to 
be handled safely until it is presented in court. 


Officers shall not package any item of evidence with staples. Staples are sharp and may 
puncture protective gloves or skin, and thus risk exposure to disease. Evidence tape, heat 
sealers, and twist ties may be used to package evidence. 

Booking Syringes 

Officers shall place syringes to be booked as evidence in approved syringe containers. 

Blood and Body Fluid Spills 

If evidence samples of blood or body fluids are spilled, officers shall attempt to recover enough 
blood or body fluids for analysis. The remaining spilled material shall be immediately cleaned up 


using the procedures described in Section 11/7.6. 


Note - Proper evidence gathering techniques for blood or body fluids shall be used in 
conjunction with protective clothing. 


Death and Accident Scenes 


Death and accident scenes present special contamination problems for law enforcement 
personnel. Scenes such as these often have body tissues and fluids located throughout the site. 


It is recommended that officers wear rubber gloves, and other protective clothing and equipment 
when needed to protect against contamination at these scenes. 


Sometimes it becomes necessary for officers to reach or enter into confined or hidden areas 
during the processing of death or accident scenes. Proper lighting and viewing equipment 
should be utilized to explore areas hidden from view prior to placing hands or other parts of the 
body into these areas. 


11/6.4 Providing Emergency Medical Assistance 


Often officers encounter those who are injured or sick. Unwarranted fear must not prevent officers from 
taking appropriate action in these types of situations. Proper training in the use of protective equipment 
allows officers to perform their jobs with the assurance that they will be reasonably protected against 
the AIDS virus and other communicable diseases. 


A. 


Officers encountering a situation requiring cardiopulmonary resuscitation (CPR) shall use 
breathing masks or airways, which allow officers to perform emergency breathing techniques 
without risk of exposure to disease. Mouth-to-mouth breathing represents a low risk situation in 
terms of AIDS virus exposure; however, caution is the rule. Use a breathing apparatus 
whenever possible. 


Open wounds represent another potential contamination problem for officers who encounter 
emergency medical situations. Many diseases, AIDS in particular, are blood borne viruses. 
Whenever encountering persons with open wounds, officers shall use rubber / latex gloved 
hands while applying dressings or bandages. 
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Officers shall wash their hands thoroughly with soap and hot water after any contact at an 
accident scene, even when rubber/latex gloves have been used. The use of alcohol wipes or 
similar cleansing items by officers to disinfect their hands prior to washing thoroughly is also 
recommended. 


11/6.5 Decontamination Procedures 


To minimize the spread of infectious disease, and protect the health of all other LAWA Police 
employees, the following decontamination and disposal procedures shall be followed by all officers. 


A. 


Contamination by blood or other body fluids shall be cleaned up immediately. It is the 
responsibility of any officer discovering a contamination of equipment, or a work area, to 
immediately report the contamination to a supervisor. The supervisor shall see that it is 
decontaminated. 


Officers are reminded that the best defense against the spread of AIDS or other communicable 
diseases is to wash their hands with hot water and soap. 


Uniforms or clothing that have been soiled with blood or other body fluids shall be removed as 
soon as possible from the officer's person and decontaminated by the following process: 


Uniforms or clothing that are washable shall be washed in a bleach solution; 

Uniforms or clothing that require dry cleaning shall first be rinsed in cold water and sealed ina 
plastic bag. The clothing should be delivered as soon as possible to the dry cleaner in that same 
container. Officers shall advise dry cleaning staff of the presence of bodily fluids on uniforms to 
be cleaned. 

Leather gloves should be either air dried in the sun or washed in a bleach solution and air dried. 
Contamination by blood or other body fluids can occur on any number of surfaces or items. 
Areas where contamination is likely to occur would be air breathing masks, evidence collection 
equipment, police vehicle interiors, batons, handcuffs or other restraint devices, prisoner cells, 
and evidence packaging areas. 

lf ahuman or animal biological spill is discovered, it can be cleaned up with a number of 
products. The type of cleaner used depends largely on the surface to be decontaminated and 
the size of the spill. Decontamination can be accomplished using any one of the following items: 
Any commercially manufactured disinfectant; 

Rubbing alcohol; 

Hydrogen peroxide; 

For large areas of contamination, a mixture of one part chlorine bleach to ten parts water should 
be used. Never use undiluted bleach on any biological spill. The mixture can produce unsafe 
levels of toxic gas. 


Handcuffs exposed to bodily fluids or used on an arrestee suspected of having transmissible 
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diseases or when deemed necessary by the officer, will be disinfected as soon as feasible, in 
the following manner. 


Use disposable gloves, eye protection and a disposable respirator mask; 
Place handcuffs in bathroom sink located in holding cell area; 
Clean gross debris, if any, from handcuffs; 


Spray OXIVIR Cleaner Disinfectant and allow for the solution to remain on handcuffs for five to 
ten minutes and allow to air dry; 


Dry any residual moisture with paper towels, as rinsing is not necessary; 
Remove handcuffs and spray sink, leaving it to air dry; and 
Remove disposable gloves, place in trash can and wash hands thoroughly with soap and water. 


Note: Refer to section 11/6.6 of the LAWAPD Policy and Procedure Manual for disposal of bio- 
hazardous waste. 


11/6.6 Bio-hazardous Waste Disposal Procedures 


To minimize infection, disposal of contaminated items shall be accomplished in the following manner: 


A. 


Protective Clothing and Equipment 

All contaminated protective clothing and equipment to be disposed of shall be placed in an 
OSHA approved biohazard disposal bag (red colored, bearing the International symbol for bio- 
hazardous material and labeled "Biohazard"), and sealed. 


The below listed protective clothing and equipment shall be the only contaminated items 
authorized to be placed in the bio-hazard disposal bag: 


Breathing masks; 

Disposable rubber/latex gloves; 

Eye and face protectors; 

Sleeve protectors; 

Protective suits and/or aprons; and, 

Protective footwear coverings. 

Officers shall transport sealed bio-hazard disposal bags to Reliance Medical Center or the 
appropriate medical facility and deposit the bags in Bio-hazardous Waste Disposal receptacles 


displaying the International Biological Hazard symbol. 


Reliance Medical Center or the appropriate medical facility shall be responsible for final 
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disposal. 

General Safety Guidelines 

Officers should always use extreme caution when searching persons, locations or items, and 
never place hands or any part of the body in blind areas where a visual inspection cannot first 
be made. 


Officers shall wear protective rubber/latex gloves when it is anticipated that they will come in 
contact with blood or other body fluids. Gloves should be used once and disposed of properly. 


Always wash hands with soap and hot water after coming in contact with blood or other fluids, 
even if protective gloves were used. 


Always clean areas and equipment contaminated with blood or body fluids with hot water and 
bleach or other suggested cleaners. When cleaning contaminated areas, always wear 
rubber/latex gloves. 

Use extreme care when handling hypodermic syringes, needles, or any sharp object. 


Always use a protective mask or airway when performing cardiopulmonary resuscitation. 


Avoid activities such as eating, smoking, drinking, or any other type of hand-to-mouth or face 
contact when working with potentially contaminated materials. 


Officers with cuts or open wounds on their hands or other exposed areas should protect 
themselves from contamination by always covering them with a bandage. If, during the course 
of a work shift the bandage becomes wet, it should be replaced, as soon as possible, as a wet 
bandage allows contaminants to penetrate the bandage and infect an open wound. 


Officers taking medication that suppresses the body's immune system should not come into 
areas where body fluids are present. 


Administrative Procedures 
Reporting An Exposure 


An exposure is defined as any incident where the blood or body fluids of a person have 
commingled with the blood or body fluids of an officer. 


Any officer, acting in the course of his/her duties, who is exposed to the blood or body fluids of 
another, and suspects transmission of AIDS or any other communicable disease shall: 


Conduct proper disinfection procedures; and, 

Contact a supervisor immediately. 

The supervisor shall: 

Gather pertinent identifying information on the individual suspected of causing the exposure, 


including what led the officer to believe the individual has an infectious disease; 
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Determine whether a possible exposure has occurred; 

Contact Reliance First Aid or the appropriate medical facility, give the circumstances of the 
possible exposure, and act on the advice given. If Reliance First Aid or the appropriate medical 
facility cannot treat an officer, the officer shall be treated at the LAWA Police contract medical 
facility. 

Complete the appropriate employee injury forms. 

If the suspected exposure occurs from contact with bodily fluids of a detainee, whether charged 
with a crime or not, or a detainee on probation or parole, the officer must submit an Employee's 
Report as soon as possible, and in no event later than two days after the incident, which shall 
include the names of witnesses to the incident, and if possible, any written statement from these 
parties. If written statements are not practical, oral statements may be included in the report. 
Each exposure shall be treated as a separate incident by both officers and supervisors. 

Officers Testing for the AIDS Virus 

If an AIDS virus exposure is suspected to have occurred to an on-duty officer, it is 
recommended that the officer be tested to determine the presence of the AIDS virus, as soon as 
possible, after the incident, with additional tests to be conducted at three, six and nine month 
intervals. 

NOTE - Testing shall be performed at a City approved contract medical facility. 


Testing for the AIDS virus is voluntary. However, it is recommended that the test be completed 
for the following reasons: 


Proper medical attention for the officer can only be achieved if the doctor is aware of the 
officer's physical condition. 


Subsequent claims by the officer for disability or worker's compensation requires that the test be 
done. 


Counseling 


Confidential AIDS test counseling to officers prior to and after each AIDS test shall be provided 
by the City of Los Angeles Personnel Department's Employee Assistance Program. 


Confidentiality 

The result of AIDS virus testing is confidential. Release of an individual's status without written 
consent is prohibited. Confidentiality of AIDS test must be waived if the officer intends to file a 
claim for disability or workers' compensation benefits. 


Inappropriate disclosure of an officer's AIDS virus status can result in far reaching 
consequences that may negatively affect the offending party. 


Improper disclosure of an officer's AIDS virus status can result in legal sanctions against the 
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offending party. 


Disclosure of an officer's AIDS virus status shall be limited to only those staff members of the 
LAWA Police who have a legal right and need to know. 


Officers with AIDS 


The AIDS virus cannot be transmitted by casual contact in the work place. It is essential for the 
welfare of all LAWA Police officers that an officer infected with the AIDS virus be treated in the 
same manner as any other member of LAWA Police . 


No member of the LAWA Police, infected with the AIDS virus, shall be discriminated against or 
restricted from using any of the LAWA Police facilities. 


Officers infected with the AIDS virus shall be allowed to work until their medical condition no 
longer allows them to perform their assigned duties. 


AIDS Testing of Detainees/Arrestees 


Section 1524.1 of the California Penal Code provides for AIDS blood testing of those charged 
with a crime. 


The process of obtaining a search warrant for this purpose is accomplished through an affidavit 
in support of a search warrant that demonstrates: 


The defendant has been charged with the commission of a crime, and there is probable cause 
to believe the defendant committed the crime; and, 


There is probable cause to believe that the blood, semen, or other body fluids of the defendant 
were transferred from the accused to the victim officer. 


AIDS tests conducted pursuant to this search warrant are confidential and can only be revealed 
to the victim officer and the defendant. 


A search warrant is needed only if the defendant does not voluntarily submit to a test. 


Arrestees in custody will be tested by the county sheriff's department with jurisdictional authority 
of the jail facility where the arrestee is being held. Procedures for AIDS testing at the jail facility 
shall be adhered to. 


Arrestees not in custody shall be tested by the county health department with jurisdictional 
authority where the incident occurred. Procedures for AIDS testing by the county health 
department shall be adhered to. 


Juvenile Detainees will be tested by the appropriate juvenile court health service with 
jurisdictional authority where the incident occurred. Procedures for AIDS testing by the 
appropriate juvenile court health service shall be adhered to. 


If the AIDS test results are negative, the defendant can be ordered to take another test in six 


months. Testing at six months has a 98% detection rate. The search warrant procedure must be 
instituted to obtain additional tests. 
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2. C.P.C. Section 7510 provides an alternate method for requesting AIDS testing of inmates, 
persons who have been arrested whether or not they have been charged with a crime, and 
persons on probation or parole. Should you suspect exposure from one of these persons, you 
may request AIDS testing of the person in conjunction with the report required in Section 
11/6.9.A.3 above. Officers should be aware that willful false reporting in conjunction with a 
request under this section carries criminal penalties. 


3. Health and Safety Code Section 121060 provides an alternate method by which to request 
AIDS testing of a defendant. This section only applies to defendants charged in a criminal 
complaint where it is alleged that the defendant interfered with the official duties of the officer by 
biting, scratching, spitting or transferring blood or other bodily fluids on the skin of the officer. 
Officers may petition a court to order a test of the defendant. 


4. In requesting testing of a defendant under any of these sections, officers should not focus 
simply on the type of incident, but rather on the possibility that an exposure to bodily fluids 
occurred. Testing of a defendant should only be requested if exposure is suspected. You should 
also note that the results of testing are confidential, and adverse legal consequences can result 
from improper revelation of these results. 


11/6.9 Medical Treatment and Follow-up 


All initial evaluation and medical treatment of an officer who has been exposed to a communicable 
disease shall be performed at a contract medical facility specified by the City of Los Angeles. 


Follow-up treatment and/or counseling shall be performed at any facility authorized by the City of Los 
Angeles pursuant to the direction of the Compensation Insurance Administrators. 


11/6.10 Medical Records and Availability 


Not withstanding issues of physician/patient confidentially, medical records shall be kept for each officer 
with occupational exposure for the duration of their employment plus 30 years. 


Medical records must be made available to the officer, anyone with the written consent of that officer, 
and OSHA and NIOSH. 


11/6.11 Immunization Program 

The Occupational Safety and Health Administration (OSHA) standards mandate that Hepatitis B 
vaccinations be made available, free of charge, to all employees who have occupational exposure to 
blood. 


A. The LAWA Police has determined that all sworn officers, due to the fact that they may be called 
upon in an emergency to serve at disaster scenes, are eligible for Hepatitis B vaccinations. 


B. Any officer who declines to participate in the immunization program must sign a form indicating 
that they do not wish to participate in the program. Any officer who declines to participate may 
later opt to receive the vaccine at no cost to them. Arrangements for participation shall be made 
through the LAWA Police Training Unit. 


C. LAWA Police members participating in the Hepatitis vaccine program shall obtain immunization 
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shots from the contract medical service specified by the City of Los Angeles. 


Training 


It shall be the responsibility of the Training Unit to provide comprehensive training in the area of 
communicable disease control. This training shall include four hours of OSHA mandated instruction in 
"Blood borne Pathogens - HIV, AIDS, and Communicable Diseases," presented by qualified trainers, 
who will discuss with officers situations that pose a threat to their safety. It is the goal of LAWA Police 
that through this training unwarranted fears, myths, and misinformation may be dispelled. 


11/6.13 


A. 


Airborne Pathogen - Tuberculosis 
Background 
The Los Angeles County Health Officer, responsible for the control of communicable disease, 
has recommended implementation of transportation procedures contact reporting and follow-up 
treatment for officers exposed to individuals who admit, or show symptoms of, the airborne 
pathogen tuberculosis. 


Transmission 


Transmission of tuberculosis occurs by way of inhalation of airborne pathogens or by entry of 
the airborne pathogens into an open wound. 


It is important for officers to note that there is a difference between "TB Infection" and "TB 
Disease." The infection is when tubercle bacilli enter the lungs, and the bacteria multiply for a 
short time in the lungs before the immune system controls their growth. However, the tubercle 
bacilli remain dormant in the body and can become active and cause clinical disease later in life. 
A person who has TB infection without disease: 

Cannot spread infection to others; 

Is not considered a case of TB; 

Usually has a negative chest x-ray and no symptoms of TB, but, 

Does have a TB bacterium in his/her body that remains capable of causing disease later in life. 
Symptoms of Tuberculosis 

TB Disease general symptoms may include: 

Lethargy; 

Weakness; 


Weight loss; 


Loss of appetite; 
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Fever; and/or 
Night sweats 


The most common site of TB disease is in one or both lungs. The symptoms of disease at this 
site, called pulmonary TB, may include chronic cough, chest pain and coughing up blood. TB 
can also occur at any other site in the body, including the kidneys, brain or spine. Symptoms 
vary depending on the site affected. 


Procedures for the Transportation of Detainees with Tuberculosis 


Prior to transporting a detainee(s) to a LAWA Police holding facility, officers shall ask the 
detainee if he/she has a communicable disease. 


If the detainee states that he/she has tuberculosis, or if the officer(s) observes possible 
symptoms of tuberculosis, the officers shall: 


Request a supervisor respond with facemasks for both the transporting officers and the 
detainee; 


Obtain permission to transport the detainee directly to the appropriate County Jail Facility in 
accordance with Section 11/4.2, Subsection B - Medical Screening Procedures (See Section 
11/6.3, Subsection G - In-Custodial Transportation). 


While transporting the detainee, the transporting officers and the detainee shall wear the 
facemasks provided. The driver's and passenger's side windows shall remain open during 
transportation to provide ventilation and prevent prolonged exposure in a confined area to the 
infected detainee. 


Exposure/T esting 


Officers exposed to a detainee with tuberculosis shall follow the exposure reporting procedures 
outlined in Section 11/6.9, Subsection A - Reporting An Exposure. 


The Watch Commander, upon receiving a report from an officer of a possible exposure to a 
detainee with tuberculosis shall send the officer to Reliance Hospital Clinic (LAX) or the 
appropriate contract medical facility for a TB skin test and, if negative, a repeat skin test 3 
months later following the exposure. 


If the skin test is positive - a chest x-ray shall be performed. If the chest x-ray is negative, the 
officer should receive a yearly chest x-ray. 


Officers who are newly converted to a positive skin test, have a negative chest x-ray, and who 
have never received medication for their positive TB exposure, should be placed on medication 
by a physician. 

Note - This medication plan is voluntary on the part of the employee. 

Officers who have been adequately treated for a positive skin test need not repeat the treatment 


regimen. Those over 40 years of age who have a positive TB skin test or a history of having had 
a positive TB skin test for a number of years, who are in good health and feel that their 
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exposure to tuberculosis was not recent, may elect not to take the prophylactic treatment. 
Prophylactic medication taken as a preventative precaution is optional to the individual. 


Note - The above recommendation is for prophylactic treatment of persons who have been 
exposed but do not show active chest disease following a chest x-ray. Persons who newly 

convert, and/or show positive active tuberculosis on chest xray are treated individually as a 
diagnosed case. 


11/6.14 Policy and Procedures — Personal Protection Kit 


A. 


Information 

Law enforcement officers responding to traffic collisions or other emergencies frequently render 
aid to those involved in the incident. In addition, officers collect evidence that may contain blood 
or bodily fluids. A Personal Protection Kit, located in the trunk of all LAWA Police vehicles, will 
prevent contamination from blood borne pathogens. These kits, which are sealed in a clear 
plastic bag, contain the following items: 

Two (2) pairs of 14 ml. latex gloves; 

One (1) 4 oz. plastic container of Septi-Clean hand sanitizer; 

One (1) mask with visor; 

One (1) Poly Coat Isolation Gown; 


One (1) bio-hazardous disposable bag. 


Note: Officers shall follow procedures for providing emergency medical assistance and handling 
of evidence and crime scene conduct as outlined in Sections 11/6.4 and 11/6.5. 


Procedures 

Personnel Protection Kit 

Operations and Materials Unit shall be responsible for placing a Personal Protection Kit in each 
marked black and white LAWA Police vehicle and stocking replacement Kits in the Kit Room. A 
Personal Protection Kit Log, also located in the Kit Room, shall be used by supervisors 
whenever a kit is found to be missing items or if the kit is used by the officer and needs to be 
replaced. Partially used kits shall be returned to Operations and Materials Unit. 

Vehicle Inspection 


Employees assigned a LAWA Police vehicle shall conduct a vehicle inspection to ensure a 
Personal Protection Kit is in the vehicle trunk and that none of the required items are missing. 


If the kit is intact, the employee shall note this on his/her DFAR. 


If the kit is found to be missing items, the employee shall request a replacement kit from his/her 
immediate supervisor. This shall be noted on his/her DFAR, including the supervisor's name. 
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Supervisors shall conduct periodic vehicle inspections to ensure compliance with these 
procedures. If a partially used kit is found and has not been replaced, or if the kit is open and 
items are found to be missing from the kit, the kit shall be considered contaminated and shall be 
replaced. The supervisor shall attempt to determine the last driver of the vehicle and if the kit 
was inspected. 


3. Use of Personal Protection Kit 
Whenever an officer responds to the scene of an incident involving injured individuals, or is 
involved in collecting evidence contaminated with blood or bodily fluids, the officer shall: 

a. Follow procedures for providing emergency medical assistance and handling of evidence and 
crime scene conduct as outlined in Sections 11/6.4 and 11/6.5; 

b. Use whatever items the officer feels is necessary for protection against blood borne pathogens; 

Cc Upon clearing the incident, place all used items in the Bio-Hazard Bag, and dispose of the bag 
as outlined in Section 11/6.7; 

d. Follow decontamination procedures as outlined in Section 11/6.6. 

e. Replace the kit as soon as possible after clearing the call. 
Note: It is the responsibility of the officer who utilized the kit to replace the kit. 

4. Use of Personal Protection Kit Log 
This Log shall be used whenever a Personal Protection Kit is found to be missing items or when 
the kit is used during an incident. The reporting officer or supervisor shall: 

a. Indicate the shop number of the vehicle the kit was issued to; 

C. Indicate whether the kit was used or if items were found missing from the kit; 
Note: If the kit was used during an incident, the Event Number shall be entered in the 
appropriate box. 

11/6.15 Procedures For Use Of The Trauma Shooting Kit 


The Trauma Shooting Kit is specifically designed to treat gunshot wounds and reduce the risk of 
hypovolemic and/or psychogenic shock. Emergency medical experts regard the kit to be a major step 
toward saving the life of a peace officer shot in the line of duty by: 


Providing immediate first-aid care from either a fellow officer or self-administered by the 
wounded officer himself/herself; 


Providing both a physiological and psychological advantage to both the wounded and assisting 
officers. 


Contents 


Manual of the Los Angeles World Airports Police 


CHAPTER XI — Arrest, Transportation, and Booking 


The Trauma Shooting Kit contains the following items: 
One (1) Twist Lock 

One (1) pair of Scissors 

One (1) pair of latex gloves 

One (1) 12"x30" multi-trauma dressing 

One (1) roll of adhering tape 

Two (2) Petrolatum Gauze Non-Adhering Dressing 
Two (2) 4"x4" guaze pads 

Three (3) rolls 3"x4.1 yds. conforming stretch gauze 
Three (3) 5"x9: combine ABD pads 

Issuance 

All sworn employees shall be issued a Trauma Shooting Kit upon graduation from the academy. 
Training 


All sworn employees shall be issued Training Bulletin #10-01 - The Trauma Shooting Kit: 
Immediate Response to a Medical Emergency. 


Use of Trauma Shooting Kit 

Although this kit is primarily designed to be used to treat gunshot wounds of officers shot or 
stabbed in the line of duty, it may also be used to treat other types of injury involving mass 
trauma. 

Deployment 

Officers assigned to patrol detail shall carry their Trauma Shooting Kits while on duty. Two 
additional kits shall be placed in each marked patrol vehicle and in all unmarked units used 
primarily by sworn officers. Kits are also deployed in the Mobile Command Post and the 
Firearms Range. 


Replacement of Kit 


Whenever a Kit is used, the sworn employee who used the kit shall take the kit to Logistics Unit 
for replacement. 


Logistics Unit shall be responsible for replenishment of components within the Trauma Shooting 
Kit as needed. 


Additional kits shall be stored in the Logistics Unit office. 
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12/1 Vehicle Operations 

Note: The following Section pertains to all airports, except where indicated. 

12/1.1 Use and Care of LAWA Police Vehicles 

LAWA Police vehicles are City property provided for LAWA Police employees to accomplish their 
assigned tasks. Due to the number of hours of operation of each vehicle, coupled with a variety of 
personnel utilizing these vehicles, it is imperative that all personnel take personal responsibility for the 
care and maintenance of these vehicles. 

It is the policy of LAWA Police that all assigned vehicles shall be properly cared for and serviced in a 
timely manner. Employees using vehicles shall ensure that they are kept clean and shall report all 
discrepancies to a supervisor as soon as practicable. Vehicles that are unsafe to use shall not be 
placed into service until properly inspected and released by designated authority. 

A. Safety Inspection 

T's Start of Watch 


a. At the start of each watch LAWA Police employees shall check the following items on their 
assigned vehicles to ensure that safe and efficient operating conditions exist: 


(1) Fuel, brakes, tires, steering gear and rear view mirrors. 
(2) Headlights, taillights, emergency lights, signal lights and reflectors. 
(3) Windshield wipers, siren, radio and P.A. 


(4) Other safety equipment, including seat belts and locks. Employees shall also check the trunk 
area to see if any equipment is in need of repair, replacement or is missing. 


b. Sworn officers assigned a marked patrol unit shall check the following areas for possible 
contraband or weapons at the beginning of watch: 


(1) The back seat, including the area under the seat; 
(2) Behind the back rear seat panel if the vehicle does not have molded seat; and, 
(3) Under both driver’s and front passenger’s seats. 


A supervisor shall be immediately notified if any contraband or weapons are found during this 
inspection. 


c. After vehicles have been properly inspected, employees shall note the results of the inspection 
on their Daily Field Activity Report. 


2 End of Watch 
Sworn officers assigned a marked patrol unit shall check the following areas for possible 


contraband or weapons at the end of watch: 
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The back seat, including the area under the seat; 
Behind the back rear seat panel if the vehicle does not have molded seat; 
Under both driver’s and front passenger’s seats. 


Note: This inspection should be performed especially if an arrestee(s) was transported as 
outline in Section 11/5.2.A. 


A supervisor shall be immediately notified if any contraband or weapons are found during this 
inspection. 


Operating Procedures 

Vehicles shall be operated at all times as prescribed in the California State Vehicle Code. 
Unsafe Vehicle 

When it is brought to the attention of a supervisor at LAWA/LAX that a LAWA Police vehicle is 
mechanically unsound or unsafe or necessary equipment is missing or damaged, the supervisor 
shall take appropriate action to ensure proper reports are made and forwarded to the 


Operations and Materials Unit for repair or maintenance. 


At LAWA/VNY, these reports shall be forwarded to the Van Nuys Airport Construction and 
Maintenance garage facility. 


Interior Cleanliness 


Each employee after using a vehicle shall remove trash or debris that has accumulated in the 
vehicle and ensure that the vehicle is in a clean condition. 


Reporting Missing Equipment 

Any missing equipment in a LAWA Police vehicle shall be reported immediately to an on-duty 
supervisor, unless the driver has personal knowledge that the missing equipment has been 
previously reported. 


Locking Vehicles 


Personnel shall be responsible for safeguarding the vehicle and equipment contained therein. 
Parked and unattended vehicles shall be properly secured and locked. 


Secure Idle System 

The Secure Idle System allows officers to leave a patrol vehicle running with emergency 
equipment activated without the possibility of draining the battery. It prevents unauthorized entry 
into the vehicle while the system is activated and the officer is away from the vehicle. 

All sworn officers assigned to a vehicle equipped with a secure idle system shall utilize this 
system. 
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This system shall not to be used while officers are on break, lunch, or any other type of activity 
not requiring the use of the system. 
Parking Brakes 
All vehicles, when parked, shall have the parking brake engaged. 
Repairs 
LAWA/LAX 
Personnel discovering any damage or need for repairs shall, in addition to any other reports, 
complete a "Request for Service" form, and forward to the LAWA/LAX Desk Officer for proper 
routing. 
LAWA/VNY and LAWA/PMD 


Road worthy vehicles should be delivered to the Construction and Maintenance (C&M) yard for 
servicing; un-driveable vehicles shall be reported to the C&M yard for retrieval and repair. 


LAWA/ONT 

Personnel discovering any damage or need for repairs shall, in addition to any other reports, 
complete a “Discrepancy Report” form, and forward it to the LAWA/ONT Police Records Clerk 
for proper routing. 


Refueling 


The driver who has signed the vehicle out will be responsible for refueling the vehicle before 
he/she goes off duty. Vehicles shall not be returned with less than one-half a tank of gas. 


No employee of the LAWA Police may drive an unassigned vehicle without authorization from 
an on-duty supervisor. 


Contaminated Vehicles 

Whenever a suspect, passenger, or City employee releases bodily fluids, intentionally or 
unintentionally, in a LAWA Police vehicle, the vehicle operator shall immediately notify the 
Watch Commander, or his/her designee, of the incident. 


If the incident occurs on Day Watch, the Watch Commander, or his/her designee, shall have the 
vehicle operator transport the vehicle to the contract car wash for cleaning and detailing. 


If the incident occurs after hours, the vehicle shall be taken out of service and notification 
forwarded to the Day Watch Commander to have the vehicle cleaned and detailed. 


If the contract car wash is closed due to inclement weather, the vehicle shall remain out of 
service until it is decontaminated. 


12/1.2 Pushing Other Vehicles 
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LAWA Police vehicles are frequently called upon to push other vehicles. Push bars make this a safe 
and simple maneuver. 


A. 


Pushing a vehicle is to be done for the purpose of moving stalled or disabled vehicles from a 
hazardous location to a place of safety. Vehicles shall be pushed the shortest possible distance. 


Pushing another vehicle is not to be done if the LAWA Police vehicle is not equipped with a 
push bar. In such cases, a police vehicle equipped with a push bar shall be called to the scene 
when available. 


Due to liability concerns, LAWA Police employees are not authorized to jump-start private 
vehicles with LAWA owned vehicles. 


12/1.3 Mandatory Seatbelt Usage 


Per LAWA Administrative Manual Section 8.020, seat belts, when installed in a vehicle, shall be used 
while the vehicle is in operation. 


12/1.4 Requests for LAWA Police Pool Vehicles 


A. 


1. 


Request for Use of LAWA Police Pool Vehicles 

Employees who wish to use a LAWA Police pool vehicle to conduct City business shall: 
Complete a Vehicle Reservation & Trip form 

Reservations may be made up to three weeks in advance. 

Pool vehicles may be checked out in 4-hour increments up to a maximum of 24 hours. 


If a pool vehicle is required for an off-site event for a period longer than 24 hours, a copy of the 
training order or meeting notice shall be attached to this form. 


Special requests for a certain size or specific purpose vehicles should also be stated in the 
comments section of the form. 


Note: Employee’s requesting the use of LAWA Police Pool Vehicles at LAWA/ONT shall the 
make the request through their direct supervisor. 


Forward the completed form to Operations and Materials Unit. 

Note: In the event that Operations and Materials personnel are unavailable, or after normal 
business hours, Airport Police Operations Center personnel shall be contacted to assist with the 
request. 

Operations and Materials Unit personnel shall: 


Check the availability of a pool vehicle for the time and date needed; 


Coordinate requests for specialized vehicles beyond those available in the pool fleet; 
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Issue pool vehicle keys to requesting employees; 
Note: Keys shall be issued from the Operations and Materials Unit office. 


Record the date, time, and odometer reading of vehicles checked out and returned, and the 
employee's name and Section; 


Check the pool vehicle, upon return, for any damage. 
Employees returning pool vehicles shall: 


Return the vehicle keys to the Operations and Materials Unit office at the scheduled time of 
return; 


Note the location the vehicle was parked on the Vehicle Reservation & Trip form. 

Note — Employees who fail to return vehicles within two hours of the scheduled return time 
without a valid reason may have future restrictions placed on them. Employees found driving 
pool vehicles without proper authorization and/or continuously fail to return vehicles within a 
timely manner may be subject to disciplinary action. 

Request for Use of LAWA Pool Vehicles 

If no LAWA Police pool vehicles are available, employees shall notify their supervisor to request 
use of a LAWA pool vehicle. The supervisor shall make the request, in writing, to the Operations 
and Materials Unit supervisor, documenting the special circumstances surrounding the need for 
the vehicle. The Operations and Materials Unit supervisor shall review the request and, upon 
approval, shall arrange for the use of a LAWA pool vehicle. 


Note: Employee’s requesting the use of LAWA Pool Vehicles at LAWA/ONT shall make the 
request through their direct supervisor. The request will then be forwarded to the Garage. 


Parking in the Aircraft Envelope 
Information 


The aircraft envelope area on the Air Operations Area is clearly marked and used for aircraft 
parking at the terminal gates. 


Policy 

LAWA Police employees shall not park within the aircraft envelope area at any time. Vehicles 
shall be parked in a designated parking stall or in an area that does not have the potential to 
block aircraft. 

Home Garaging of LAWA Police Vehicles 

Home Garaging Authority 

Home garaging of City vehicles assigned to LAWA shall only be granted to Management level 


employees and those employees whose duties involve emergency work and are regularly 
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subject to call, who have specific expertise and/or are required to work with special equipment, 
or who are assigned a specially equipped vehicle (other than a radio). 
Home-Garaging Employee's Responsibilities 
General 
No Personal Use of Home-garaged Vehicles 


Use of all home-garaged vehicles, excluding transportation to and from work, will be restricted 
to the performance of official duties. Personal use of home-garaged vehicles is prohibited. 


Passengers 
Persons riding as passengers in home-garaged vehicles shall be limited to: 
LAWA Police personnel; 


Other City employees or persons conducting city business or engaged in LAWA/law 
enforcement activities, when it can be demonstrated that it is in the best interest of the City. 


Members of a LAWA-sponsored carpool if the home-garaging employee is a member of a 
carpool with other LAWA employees and is assigned an unmarked vehicle. 


Note: This exception only applies while traveling to and from home to an assigned LAWA 
facility. 


Preventative Maintenance 


Users are responsible for bringing their vehicles in for regularly scheduled preventative 
maintenance. 


Parking Tickets 


It is the responsibility of the user to pay for parking citations, including late fees and penalties. 
Parking ticket notifications mailed to the LAWA Police will be forwarded to the assigned user. 


Proper Care and Use 


Home-garaged vehicles should not be used to transport personal items including but not limited 
to: animals, construction material, gardening material, or other such items. 


Exception - Police Canine Handlers may utilize the home-garaged vehicle to transport assigned 
canines. 


Traffic Collision Reporting Requirements 


Any traffic collision involving a home-garaged vehicle shall follow reporting requirements as 
outlined in Section 12/6.1. 


Home-Garaged Marked Black and White Units, Motors Unit Motorcycles and Unmarked Units 
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Assigned to Specialized Units 

When not in use, all home-garaged marked black and white vehicles, marked motorcycles and 
unmarked units that carry weapons or special response equipment must be properly secured 
and/or garaged at the employee's residence in an area that is not readily viewable or accessible 
to the general public with adequate security to safeguard the vehicle and its contents. 


Note - Home-garaged unmarked vehicles that do not carry weapons or special response 
equipment are exempt from this requirement. 


Weapons Storage 


Sworn personnel issued a duty shotgun shall store the shotgun locked in the rack system or 
alternate mounting of the vehicle or motorcycle as outlined in Section 7/2.13.B.5.d. 


Officers who are UPR certified shall store the duty UPR inside the carrying case and locked in 
the truck of their vehicle. 


Violation of any home-garaging regulation will be grounds for discipline. 

Vehicle Committee 

Mission Statement 

The mission of the Vehicle Committee is to make recommendations to the Chief of Airport 
Police as well as Command Staff for the acquisition of vehicles, vehicle equipment, graphics, 
the testing and evaluation of new law enforcement vehicles, and the purchasing of additional 
and replacement vehicles in order to aid the Airport Police Division in the success of fulfilling its 
mission. 

Policy 

All issues related to vehicles, related equipment and testing and evaluation of vehicles shall be 
reviewed by the Vehicle Committee. The findings of the Committee shall be submitted in the 
form of recommendations, to the Assistant Chief, Support Services. 

Procedures 

Committee Members 

The Vehicle Committee shall consist of the following personnel: 

Commanding Officer, Patrol Services Section or designee (Chairperson) 

Assistant Commanding Officer, Patrol Services Section 

Fleet Manager, Logistics Unit 


Fiscal Support Unit Supervisor 


Motors Unit Supervisor 
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f. Canine Unit Supervisor 

g. Watch 1 Field Training Officer 

h. CEU Officer 

i. SACU Watch 1 Training Officer 

j. TSS Watch 1 Supervisor 

kK. CIPU/Critical Technology Supervisor 


I. Communications Unit Principal Communications Operator 


m. A representative from the Ontario Safety Division 

n. A representative from Field Maintenance garage 

O. A representative from IT (Information Technology) 

p. Any Captain or Assistant Chief who would like to attend the meeting 


Note - Vehicle Committee meetings may be attended by employee group representatives. 

2. Agenda Procedures 
Employees who wish to make a presentation to the Vehicle Committee shall submit an 
Employee's Report, no later than one week before the Vehicle Committee meeting, addressed 
to the Chairperson via chain of command. The report must outline the product to be presented, 
any vendor representatives that will be present, and an estimation of the time needed for the 
presentation. Those who fail to follow this procedure will not be placed on the agenda. 

3. Meeting Protocol 
The Chairperson or designee shall draft an agenda for the meeting. Upon completion of a 
presentation, a decision will be made to either submit a recommendation to the Chief about the 
product, request more information from the vendor, or reject the recommendation. 


Upon completion of all presentations, the Chairperson may declare an open forum for 
discussion of future presentations. 


4. Schedule of Meetings 


The Vehicle Committee shall meet quarterly or on an as need basis at the discretion of the 
Chairperson. 


12/2 Transportation 


12/2.1 Police Vehicles 
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Transporting of Civilian Personnel Because of liability considerations, the following policy is 
established: 


All personnel shall refrain from transporting civilian personnel in LAWA Police vehicles except 
victims, witnesses, suspects, LAWA employees, law enforcement officers or others engaged in 
the course of official business only. 


Departing and arriving time and mileage checks shall be made through Communications 
whenever an officer(s) transports a person(s) of the opposite sex and is not accompanied by 
another officer of that person's same sex. 


Unscheduled Non-Departmental Persons 


When employees transport unscheduled non-Department persons, the following procedure shall 
be followed: 


Notify Communications of the intent to transport, the purpose, and the destination. 


Notify Communications of the departure and arrival. When transporting, employees will utilize 
the most direct route, unless traffic congestion or other circumstances indicate that the delay will 
be excessive. 


Citizens 


Citizens will be transported in Department vehicles only when necessary to accomplish a 
Department purpose. When an exception to this rule is believed necessary, employees will 
obtain approval to transport for nonpolice purposes from their immediate supervisor prior to 
performing the transportation service. 


Injured Persons 


City vehicles should not be used to transport injured persons from the scene of an injury to a 
hospital. An ambulance should be called. Exceptions may be made whenever the transporting 
employees or supervisor at the scene believes it necessary due to unusual or exigent 
circumstances. 


Transporting Employees in Police Vehicles Equipped with Cages For safety reasons, LAWA 
employees shall not be transported in the rear seat of patrol vehicles equipped with cages. Only 
those individuals classified as a suspect or arrestee shall be transported in the back seat of 
these vehicles. In the event that a second officer is involved in the custody, he/she shall ride in 
the front passenger seat only. 


Use of City Vehicles for Code 7 

Employees assigned to field duties may retain use of their assigned city vehicle for 
transportation during their lunch break (Code 7) provided that use is limited to the area within 
patrol boundaries contained in Section 2/5.1 or as otherwise approved by a supervisor on a 
case by case basis (i.e., stopping at a restaurant located along the direct route to or froma 
booking facility or court, etc.). 


Privately Owned Vehicles 
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12/3.1 While on-duty 


The use of privately owned vehicles traveling to and from duty stations at LAWA is prohibited in order to 
avoid insurance coverage conflicts, unless the vehicle is an authorized LAWA mileage vehicle. 


12/3.2 Rental Vehicles 


Rental cars are intended for use by officers or investigators when the use of marked City vehicles may 
compromise criminal or administrative investigations. 


A. Policy 
The following apply to rental vehicles: 
1. Vehicles are not to be used for personal business or taken home for any reason. 


Note: Approved meal breaks may be taken in accordance with the same procedures applicable 
to LAWA Police patrol City vehicles. 


2. Vehicles are not to leave airport property or jurisdiction (See Section 2/5.1 A for Airport 
boundaries) without supervisory approval. 


3. The rental of vehicles must be requested by the officers, approved by the Watch Commander 
(or detail supervisor) and the Chief of Airport Police. 


4. Rental vehicles shall not be used in pursuits. 
5. Rental vehicles shall not be used on the AOA unless escorted. 
6. No rental vehicle shall be authorized for use for a period longer than one (1) week. 


12/4 Specialized Vehicles 

12/4.1 Policy 

The LAWA Police maintains special purpose vehicles for use in emergency situations and patrol where 

conditions or special circumstances require. They contain special equipment designed to assist police 

officers in unusual situations and conditions. 

A. General. 
Prior to using a special purpose vehicles, officers and supervisors shall receive training on the 
safe and proper operation of that vehicle from the Training Unit. This training shall be updated 
periodically. 


1. 4x4 All Terrain Vehicle. 


The All-Terrain Vehicle shall routinely be assigned to Field Perimeter Patrol Units. It shall not be 
assigned for use in the Central Terminal Area. 
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Mobile Command Post. 


The Mobile Command Post shall be placed in use upon the discretion of the Watch Commander 
and may be dispatched to any unusual occurrence, special event or emergency situation. 


12/4.2 Use of Mobile Command Post 


The Mobile Command Post may be requested by: 


Any field supervisor in the event of a major incident or unusual occurrence; 

The Officer-In-Charge of the Dignitary Protection Unit for Dignitary Protection Details; 
Any member of the Command Staff; 

The Chief of Airport Police. 

Procedures for Use 

Transporting Mobile Command Post to Staging Area 


Whenever the mobile command post is to be used, or is requested by an Incident Commander, 
an officer trained in the proper use of the mobile command post shall be assigned by either the 
requesting supervisor, section head or the Watch Commander to transport the mobile command 
post to the designated staging area. A second officer or a field supervisor may be assigned to 
assist in transportation, at the requesting supervisor or Watch Commander's discretion. 


After obtaining the mobile command post key from the Watch Commander, the assigned driver 
shall follow the Command Post Checklist. 


On Arrival at Staging Site - Set up Procedures 


The supervisor requesting the mobile command post, or supervisor assigned to set up the 
mobile command post, shall choose a site close enough to the incident or special event for 
effective communications but far enough to ensure the safety of the command post personnel. 
Use of structures should be considered to minimize injury in case of weapons fire or explosions. 
In all cases, the command post should be parked facing away from the incident in case an 
immediate drive-away evacuation of the command post from the location is necessary. 


Cones shall be obtained from Field Maintenance and set up on all four corners of the mobile 
command post for safety purposes. If necessary, police line tape shall be placed around the 
command post as a perimeter control guide. 
The command post steps shall be deployed. 


If the mobile command post is located on an uneven surface, the hydraulic jacks shall be used 
to correct the balance. 


During the setup, the supervisor shall check with the driver to ensure the fuel level is adequate. 


If, during the operation of the command post, the driver determines that the command post 
needs refueling, Field Maintenance shall be contacted and arrangements made to refuel the 
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command post on site. 

Personnel Assignments - Mobile Command Post 

Note: It is not recommended that the Incident Commander be in charge of the Mobile Command 
Post during an operation. The supervisor in charge of the Mobile Command Post, if not the 
Incident Commander, shall report directly to the Incident Commander or his staff Depending on 
the type of incident occurring, the supervisor in charge of the Mobile Command Post shall 
assign officers or request Communications personnel to assist in the following positions: 
Command Post Incident Scribe 


This assignment shall be given to the driver upon arrival to the staging area. The scribe shall 
maintain a written chronological log, on a Special Events Log, of: 


Anyone entering the mobile command post; 
Any significant event which occurs pertaining to the incident; and, 
Securing time of the incident. 


Note - The Special Events Log shall not be used in lieu of any required reports (i.e. - Sabotage 
Report). 


Two Communications Operators (Optional) 

There are two communications positions in the mobile command post. These positions may be 
assigned to either sworn officers or civilian Communications Operators, depending on the 
incident or event. 

Position 1 - Operations Dispatcher 

Personnel assigned as Operations Dispatcher shall: 

Monitor the LAWA frequency assigned to the incident; 

Monitor the MDS for messages pertaining to the incident; 


Monitor the primary Tower frequency; 


Coordinate communications between Command Post personnel and assigned officers and 
supervisors; 


Position 2 - Assistant Operations Dispatcher 
Personnel assigned as Assistant Operations Dispatcher shall: 
Monitor LAWA Police Tac-1 frequency throughout the event; 


Monitor LAPD's or other responding agencies frequency; 
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Monitor the Marine band frequency; 


Monitor Tower frequency in cases where airline ground frequencies need to be monitored and 
act as a secondary/backup Tower frequency position. 


ARES/RACES Radio Operator (Optional) 

If a disaster of such magnitude occurs that disrupts normal telephone and/or radio 
communications in the County of Los Angeles or the State of California, or an event which, in 
the opinion of the Incident Commander warrants radio assistance from other than the LAWA 
Police's Communications Section, the Incident Commander, Watch Commander, Command 
Staff, or the Chief of Airport Police may authorize the use of members of the LAWA Police 
volunteer ARES/RACES organization (Radio Operators) to assist with Radio operations in the 
mobile command post. In this case, the Emergency Communications Coordinator shall be 
contacted, who shall request an operator to respond to the LAWA Police station. The LAWA 
Police shall provide transportation for the assigned operator to the command post site. 


Note: The Emergency Communications Coordinator's number shall be located in the Watch 
Commander's Office. 


The ARES/RACES Radio Operator's station is located directly to the rear of the passenger seat. 
Command Post Security Unit (Optional) 

This unit shall be comprised of sworn officers, under the direction of a senior officer. 

Note: The number of officers to be assigned to this unit shall be determined by the size and 
location of the staging area (including additional vehicles, equipment, etc.) located in the staging 
area. 

The Security Unit shall: 

Provide necessary security for the staging area to safeguard equipment and personnel; 

Provide escorts for dignitaries and others admitted to the Mobile Command Post; and, 

Deny unauthorized personnel entry into the mobile command post during its operation. 

Note - The supervisor assigned to the command post should request the Watch Commander 
contact Media Relations to coordinate any news conference locations to ensure the location is 
not near the command post and does not hamper command post operations. 

After Incident Procedures 

When the incident/special event is secured, before leaving the scene, the driver shall: 

Check to ensure the hydraulic jacks are retracted; 


Secure the front and rear steps; 


Complete the Special Events Log and submit the log to the supervisor in charge of the incident; 
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Ensure all cones or any other equipment to be returned to the command post is accounted for. 


Note- Whenever the Mobile Command Post is activated during the weekend, the driver shall 
ensure that the command post is refueled and supplies replenished, if possible. 


On arrival to the LAWA Police Station, the command post shall be backed into the designated 
stall, for LAWA/LAX facing northbound towards 96th Street. The driver shall follow the 
Command Post Checklist, and: 

Complete the Mobile Command Post Log; 


Close and secure the door, and return the command post key to the Watch Commander's 
Office. 


Mobile Command Post Driver List 

APOC shall be responsible for training officers and supervisors in the use of the mobile 
command post on each watch. A list of trained officers shall be generated and a copy of this list 
shall be maintained in the Watch Commander's office. 


Mobile Command Post Maintenance 


The Operations and Materials Unit or other assigned personnel shall be responsible for 
checking the mobile command post periodically, Monday through Friday, to: 


Ensure that the engine, electrical system, generators, and communications equipment (MDT, 
radios, cellular phones, etc.) are operational; 


Check the fuel, water, and battery levels; 

Replenish Command Post supplies; and, 

Maintain overall cleanliness. 

Electric Personal Assistive Mobility Devices (EPAMD) Program 

Policy 

The policy of the Los Angeles World Airports Police is to provide rapid response to all service 
calls, especially in light of increased terrorist threats. Electric Personal Assistive Mobility 
Devices (EPAMD) reduce response times for foot patrol officers assigned to cover large 
terminal areas. EPAMD-equipped patrol officers will reduce the opportunity for criminal activity 
in and around the airport, maintain high visibility while actively patrolling the airport, and improve 
service call response times. 

Procedures 


Authorized EPAMD 


The only authorized EPAMD is the Segway PT. 
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Only Department-owned EPAMD’s will be utilized for on-duty use. Operating a personal or 
privately owned EPAMD while on duty is prohibited. 


Additional Authorized EPAMD Equipment 
The EPAMD will be equipped with the following accessories: 


Pedestrian beeper - The pedestrian beeper will be utilized as needed in crowded settings to 
warn airport patrons of the officers’ presence; 


Police cargo bag - The police cargo bag may be utilized as a storage area for police citations 
and supplies; and, 


A headlamp - The headlamp shall be used in low light settings for the safety of the officer and to 
increase the visibility of the rider. 


Note: No additional accessories may be affixed to the EPAMD without the approval of the Patrol 
Services Section Commanding Officer. 


The words “AIRPORT POLICE” will be labeled on the EPAMD fenders in order to clearly identify 
it as police equipment. In addition, an Airport Police patch will be affixed to the front side of the 
cargo bag. 

EPAMD Storage 

When not in use, EPAMD's shall be stored in the LAWA Police 96th Street Station. 

EPAMD keys shall be kept in the Watch Commander's office or in the operator's pockets. Keys 
shall never be stored in the unit. If keys are taken home by mistake, the keys must be 
immediately returned. 


Maintenance and Damage 


All EPAMD requiring maintenance shall be picked up by Field Maintenance from the 96th Street 
Station. Maintenance shall be performed by manufacturer-trained City mechanics. 


Note: No LAWA Police personnel shall attempt any repair or maintenance not covered in his or 
her training session. 


All damage shall be documented on the Segway PT Damage Log. The logs shall be kept in the 
Vehicle Damage Log, which is stored in the Watch Commander's Office. 


Note - Refer to Part F.1.c for damage reporting procedures. 


An audit of all EPAMD's shall be conducted monthly by the EPAMD Coordinator to ensure 
proper maintenance and damage repair of City-owned EPAMD's. 


Training 


Requesting EPAMD Training 
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Uniformed personnel who wish to take EPAMD Training shall contact the Training Unit 
Administrative staff, who will process the request. 


Training Requirement 


Only LAWA Police personnel who have successfully completed the 8-hour training course, 
administered by Segway-certified instructors, may use the EPAMD. Personnel who have 
successfully completed training shall receive a Training Completion Certificate. 


Refresher and Remediation Training 


Employees using the EPAMD shall complete a four hour refresher course every two (2) years, 
or as necessary, to maintain reasonable operational proficiency and deployment availability, as 
determined by the Patrol Services Section Commanding Officer. 


Exception: Any employee who has a collision or a slip and fall while utilizing the EPAMD shall 
complete remediation training if the employee wishes to continue using the EPAMD for duty 
use. 


LAWA Police personnel assigned to use an EPAMD must meet the manufacturer's weight 
restrictions. 


Note: See Section F.4.c. below for manufacturer's weight restrictions. 
Duties and Responsibilities 

EPAMD-Equipped Officer - Duties and Responsibilities 
EPAMD-Equipped officers shall be responsible for: 


Inspecting their assigned EPAMD at the beginning of each watch. This inspection shall include 
a check for damage, cleanliness, tire wear, accessories, battery-life, and keys. This inspection 
shall be documented on the officer's DFAR, as well as the EPAMD shop number. 


Reporting any EPAMD malfunction or abnormal condition to their immediate supervisor. Any 
EPAMD that is functioning in an unsafe manner or in need of repair/maintenance shall be red- 
tagged and placed out-of-service. The officer shall notify both the Watch Commander and 
Operations and Materials Unit. 


Promptly reporting any damage to their assigned EPAMD to their immediate supervisor. The 
supervisor shall inspect the damage and check the Segway PT Damage Log to ascertain 
whether the damage had previously been reported. If the damage had not been reported, the 
supervisor shall document the damage on the Damage Log. 


Note - All unreported damage shall be investigated by the involved supervisor as outlined in 
Section 16/4.9 - Lost or Damaged Department Equipment. 


Note: A Traffic Collision Report (See Section 12/6 for traffic collision reporting procedures) is 


required if a motor vehicle strikes an EPAMD (or vice versa) causing damage or injury. The 
Traffic Collision Report shall list the EPAMD-equipped officer as a Pedestrian. 
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Reporting any observed misuse of an EPAMD to their immediate supervisor as soon as 
practicable. 


Recharging the EPAMD when not in operation. 


Note: EPAMD’s shall never be recharged in any reclusive/secluded area that could promote 
theft of the EPAMD. 


Watch Commander 
The Watch Commander shall be responsible for: 


Ensuring that only trained personnel operate department EPAMDs and that personnel 
proficiency levels are maintained through continual re-certification, if needed. 


Assigning EPAMD-trained officers primarily, but not exclusively, to foot beat officer positions. 


Assigning EPAMD-equipped officers to special events, in coordination with the Patrol Services 
Section Commanding Officer. 


Logistics Unit - Duties and Responsibilities 


Logistics Unit shall be responsible for contacting Field Maintenance to pick up any red-tagged 
EPAMD's for maintenance and/or repair. 


Uniforms and Personal Equipment 

EPAMD-equipped officers shall follow uniform specifications as outlined in Section 6/1.3. 
Headgear shall be the issued Bike Patrol Helmets. 

EPAMD-equipped officers may carry any equipment required for their assignment. However, the 
manufacturer recommends that operators meet a minimum weight requirement of 100 lbs. anda 
maximum payload weight limit of 260 Ibs. 

EPAMD Operation Guidelines and Restrictions 


The EPAMD operator shall maintain complete control of the EPAMD at all times. 


Department-owned EPAMD’s will be utilized for on-duty use only. Personal use of EPAMDs is 
strictly prohibited. 


Helmets shall be worn at all times while operating the EPAMD. 
Operation of EPAMD’s shall conform to training standards. 
Passengers are prohibited on EPAMD’s. 


Operating an EPAMD while fatigued is prohibited. 
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g. Horseplay, drag racing and reckless maneuvers are strictly prohibited during operation of the 
EPAMD. 
h. Ramming is prohibited for ERAMD’s. 
i. Operating an EPAMD while using a cell phone is prohibited. 
j. The use of any tobacco products while operating an EPAMD is prohibited. 


kK. Operating an EPAMD while under the influence of alcohol, illegal drugs, or any prescription 
medication that causes drowsiness is prohibited. 


I. Eating/consuming food or beverages while operating a moving EPAMD is prohibited. 

m. Discharging a firearm from a moving EPAMD is prohibited. 

n. Driving an EPAMD up or down an escalator is prohibited. However, if airport elevators are out-of 
service, EPAMD’s shall be used on stairs or escalators in the power-assist mode. Operator shall 
dismount from the EPAMD while the power-assist mode is being used. 

O. While operating an EPAMD, keys shall be stored on the operator, not in the cargo bag. 

p. Non-LAWA police personnel are prohibited from using department EPAMD’s, unless the Chief 
of Airport Police, the Patrol Services Section Commanding Officer or their designee grants 
approval. 

q. Operating EPAMD’s on a hazardous surface is prohibited (i.e. - Mud, oil spills, fuel spills, etc). 
Operation in normal rainfall is permissible. However, operation in standing water in excess of 
one inch is prohibited. 

i EPAMD's may be used to patrol baggage makeup rooms and interstitial areas of the terminals. 

S. EPAMD's may be used to respond to ACAM alarms field-side under the following conditions: 


(1) The EPAMD operator remains no more than 8 - 10 feet away from the terminal building; and, 


(2) The EPAMD operator determines that no dangerous conditions (i.e. - fog or other hazardous 
atmospheric conditions, other vehicles, etc.) exist en-route to the alarm response. 


t. Operating an EPAMD at night or in low visibility conditions field-side is discouraged. 


U. Operating an EPAMD on the Air Operations Area, including service roads that are not adjacent 
to a terminal structure, or more than 8 - 10 feet away from a terminal building, is prohibited. 


8. Failure to Comply with Policies 
Failure to adhere to any portion of the above stated policies may result in disciplinary action. 
12/5 Vehicular Pursuit Policy 


12/5.1 Information 
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The following Vehicular Pursuit Policy has been established to provide a greater degree of personal 
safety to LAWA Police personnel and the general public. As with any law enforcement activity, the 
protection of life is of paramount importance and must be considered above all else during any police 
action. Experience has shown that vehicular pursuits tend to escalate in scope and provide great 
danger to all concerned. These guidelines have been formulated to minimize the involved risk while 
enhancing effectiveness. 


There are probably few situations that demand the exercise of a greater degree of skill, common sense 
and sound judgment than vehicular pursuits. Officers must not only consider the limitations set forth in 
Section 21056 of the California Vehicle Code, relating to an officer's legal responsibilities during a 
vehicular pursuit, but must also be cognizant of, and conform to, the guidelines established by this 
policy. Officers must also continuously weigh the gravity of the offense against potential dangers they 
may pose to themselves and others if they elect to initiate or continue pursuits. Officers must effectively 
perform in an atmosphere wherein far-reaching consequences may hinge upon the soundness of split- 
second decisions. 


The major objective of the LAWA Police, in establishing this policy, is the protection of life and property. 
This Vehicular Pursuit Policy sets forth procedures to minimize the potential for injuries and deaths to 
LAWA Police Officers and others as a result of vehicular pursuits. 


This policy is an internal administrative guide for decision-making before the fact and a standard for 
administrative judgment of the propriety of the action taken. 


Definition 


A vehicular pursuit for the purposes of this policy shall be the sustained use of an emergency vehicle 
with red lights and siren activated to stop a suspect. The brief use of the red lights and/or siren to effect 
a routine traffic stop shall not constitute a vehicular pursuit. 


12/5.2 Procedures 
A. Driver Responsibility 


Section 21055 of the California Vehicle Code (C.V.C.) exempts authorized emergency vehicles 
from the "Rules of the Road" as specified in Chapters 2 through 10 of Division 11 of the CVC, 
provided that the red light and siren of the emergency vehicle are activated. Section 21056 
C.V.C., however, specifies that this exemption ... "does not relieve the driver from the duty to 
drive with due regard for the safety of all persons using the highway, nor does it protect him 
from the consequences of an arbitrary exercise of the privileges granted in that section (C.V.C § 


21055)". 
B. Initiation/Abandonment of a Vehicular Pursuit 
1. Initiation 


Vehicular pursuits shall only be initiated when the officer has reasonable suspicion to believe 
that a suspect has committed a serious misdemeanor or felony, where the suspect's actions 
present a serious threat to public safety, or when the vehicle fails to stop at an Operation Safe 
Entry vehicle checkpoint (refer to Section 8/9.17.G). 
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Pursuits shall not be initiated when the only violation is a traffic infraction or low grade 
misdemeanor, and there is no reasonable suspicion a more serious crime is involved or public 
safety is threatened. In order to diminish the possibility of a pursuit, officers intending to stop 
vehicles shall, when practical, be within close proximity to the vehicle before activating red lights 
and attempting the stop. 


Unmarked units shall not initiate or join in a vehicular pursuit. However, they may become 
involved in emergency activities involving serious crimes or life endangering situations. In those 
instances it may be necessary to follow a suspect vehicle until a black and white unit with 
emergency equipment arrives and initiates appropriate action. 


In the event a pursuit is initiated by an officer on a motorcycle or in a marked or unmarked 
vehicle without external roof-mounted emergency lights, the pursuing officer shall relinquish the 
role as the primary unit when a four-wheeled, black and white unit equipped with external roof- 
mounted emergency lights has joined the pursuit. 


Absent exigent circumstances, officers on a motorcycle or in a marked or unmarked vehicle 
without external roof-mounted emergency lights shall not become a secondary unit and will 

discontinue being a part of the pursuit after they become aware of the arrival of a secondary 
four-wheeled, black and white unit equipped with external roof-mounted emergency lights. 


An officer initiating a vehicular pursuit shall immediately notify Communications Section. The 
Communications Operator shall immediately notify the Watch Commander, or if unable to 
contact the Watch Commander, the first available supervisor. The Watch Commander/ 
Supervisor shall weigh the circumstances of the vehicular pursuit according to the criteria set 
forth in this policy (Refer to Section 12/6.2, Subsection C.4) and either authorize or cancel the 
continuation of the pursuit. 

Abandonment of the Pursuit 

All officers involved in vehicular pursuits shall be held accountable for the initiation and 
continuation of a pursuit when circumstances indicate it should have been abandoned. Since 
the driver officer is usually concentrating on the safe operation of the police vehicle, the 
passenger officer, when present, is particularly responsible for advising the driver when he/she 
believes the pursuit is exceeding reasonable limits. 

Initiation/Continuation/ Abandonment Factors 


Officers involved in a pursuit shall continuously assess whether the seriousness of the initial 
violation and any subsequent conduct reasonably warrants continuation of the pursuit. 


The following factors are to be considered when assessing whether to initiate or continue a 
vehicular pursuit: 


Whether there is an unreasonable risk of injury to the public or to the pursuing officers; 
Whether vehicular and/or pedestrian traffic safety is unreasonably compromised; 
Whether the suspect(s) can be apprehended at a later time; 


Whether environmental conditions (i.e. - rain, fog, day, night, etc.) create an unreasonable risk 


Manual of the Los Angeles World Airports Police 


CHAPTER XII — Vehicle Operations 


of injury to the public or the pursuing officers; 

The seriousness of the crime and its relationship to community and aviation safety; 
The traffic conditions, i.e.- 

Volume of vehicular traffic; 

Volume of pedestrian traffic; 

Road conditions; 


Nature of the area of the pursuit: residential, commercial, Air Operations Area or Air Operations 
Area. 


Whether the lack or quality of communication between the primary unit and the dispatcher or 
supervisor causes an unreasonable risk of injury to the officer or public; 


The familiarity of the primary pursuing unit with the area; 


Whether vehicular and/or pedestrian traffic is unreasonably compromised because of the lack of 
proper performance capability of the primary unit's vehicle; 


Whether an approved tire deflation device is available, likely to be effective, and can be safely 
deployed; 


Whether the pursued vehicle is on the Air Operations Area; and, 


Any other circumstances of which the officer becomes aware at the initiation of or during the 
course of the pursuit. 


Control of the Pursuit 

Number of Police Units Participating 

The initial pursuing police unit (primary unit) and the back-up police unit (Secondary unit) shall 
be the only units to pursue the suspect vehicle "Code 3" (red lights and siren). All other units 
shall stay clear of the pursuit, but remain alert to its progress and location. (See Section 12/6.2, 
Subsection C.1.c). 


Exception: If a decision is made to employ the Pursuit Intervention Technique (refer to Section 
12/5.2.F.2), one additional unit shall be assigned to join the pursuit. 


Note: Whenever possible, a pursuit unit should be a two-officer unit. Tactically, two officers 
(driver and passenger) are better able to evaluate and control activities in a pursuit. 


If the unit initiating the pursuit cannot continue as the primary unit, the secondary unit shall 
become the primary unit (if tactically feasible, the closest other available unit shall become the 
secondary unit). 


The senior officer of the primary unit, to ensure public safety, may request additional units to 
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assist in the apprehension of the suspect(s). 
Primary Unit Responsibilities 


The first responsibility of the primary unit is the apprehension of the suspect(s) without 
unnecessarily endangering themselves or others. Unless relieved by a supervisor, the driver, or 
the senior officer in a two person unit, shall be responsible for controlling the pursuit tactics. The 
tactics to be considered include: 


Whether to initiate a pursuit; 

Whether more than two units should join the pursuit; and, 
Whether the pursuit should be abandoned. 

Secondary Unit Responsibilities 


The secondary unit, upon joining the pursuit, shall immediately notify the dispatcher that there 
are two units in the pursuit. No additional units shall become involved in the pursuit, unless they 
are specifically requested by the primary unit and assigned by the dispatcher. The secondary 
unit shall be responsible for backing up the primary unit and broadcasting pertinent information 
at the termination of the pursuit. 


Note: Whenever possible, an on-duty Canine unit will be contacted by the Communications 
dispatcher and assigned as the secondary unit. 


Assigned Supervisory Responsibilities 


Once a supervisor is assigned to a pursuit by Communications, he/she shall respond 
immediately and upon arrival declare themselves as Incident Commander via broadcast to 
Communications Unit. As Incident Commander, he/she shall be responsible for the 
management and control of the pursuit and post incident management. 


The Incident Commander shall monitor the pursuit and continuously assess the situation and 
ensure that the pursuit is conducted within LAWA Police guidelines. If necessary, the concerned 
supervisor shall assert control by directing specific units out of the pursuit, reassigning the 
primary or secondary units, requesting an available helicopter to take over as the primary 
pursuing unit, or ordering the abandonment of the pursuit. Code Three vehicle operation is 
authorized for the supervisor, at the supervisor's discretion, to properly monitor and direct the 
pursuit. 


Watch Commander's Responsibilities 


The Watch Commander has the authority to assume incident command or transfer command of 
a pursuit at any time. If the Watch Commander transfers command of the pursuit (i.e. - to the 
law enforcement agency with Jurisdictional Authority, the California Highway Patrol, etc.) he/she 
shall immediately notify Communications Unit, other involved units, and any on-scene air 
support unit of the transfer of command. If the Watch Commander assumes incident command, 
he/she shall immediately notify Communications Unit and the involved supervisor of his/her 
assumption of command. The involved supervisor and all concerned units shall be guided by 
the Incident Commander's direction. 
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Relinquishment of Pursuit to the Law Enforcement agency with Jurisdictional Authority 


In any vehicular pursuit the law enforcement agency with jurisdictional authority shall be 
contacted by Communications. Except for pursuits occurring on the AOA, Communications shall 
request the law enforcement agency with jurisdictional authority to assume control of the 
pursuit. 


When pursuing units observe the law enforcement agency with jurisdictional authority in the 
vicinity of the pursuit, the primary unit shall contact Communications and inquire whether the 
law enforcement agency with jurisdictional authority are ready to take over the pursuit. When 
Communications receives confirmation the law enforcement agency with jurisdictional authority 
are assuming responsibility for the pursuit, Communications shall so advise the primary unit. 
The primary unit shall relinquish control of the pursuit to the law enforcement agency with 
jurisdictional authority. The primary and secondary units, and the assigned supervisor, shall 
monitor and follow the pursuit Code 2 (as defined in Section 13/1.2.D.9) to the termination point 
to resume control of the situation. 


Relinquishment of Pursuit to the California Highway Patrol 


Due to geographic, communications and support considerations it may not be practical for 
LAWA Police Units to continue a pursuit when the pursued vehicle enters a freeway. Therefore, 
in any instance where a vehicular pursuit enters a freeway, the California Highway Patrol (CHP) 
shall be contacted by Communications and requested to assume control of the pursuit. 


When pursuing units observe CHP units in the vicinity of the pursuit, the primary unit shall 
contact Communications and inquire whether CHP units are ready to take over the pursuit. 
When Communications receives confirmation CHP units are assuming responsibility for the 
pursuit, Communications shall contact the primary unit. The primary unit shall relinquish control 
of the pursuit to CHP. The primary and secondary units, and the assigned supervisor, shall 
monitor and follow the pursuit Code 2 to the termination point to resume control of the situation. 


Note: See Section 12/6.2, Subsection E.4 — Driving the wrong way on a freeway. 

Radio Procedures 

Primary Unit Responsibilities 

The primary unit shall broadcast that an officer is in pursuit, the location and direction of travel, a 
description of vehicle and suspect(s) and the reason for the pursuit. The primary unit shall 
continue to update the dispatcher of location, direction of travel and any other pertinent 


information, as the pursuit progresses. 


Note - Any unit having pertinent information regarding the vehicular pursuit may advise 
Communications Section. 


Communications Operator (Dispatcher) Responsibilities 
The dispatcher, upon notification of the pursuit by the primary unit, shall immediately clear the 


frequency. The dispatcher shall assign the closest available unit to be the secondary unit and 
shall continually rebroadcast the primary unit's pursuit updates. 
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Communications shall also contact the law enforcement agency with jurisdictional authority and 
inform them of the pursuit, direction of travel, suspect vehicle information, etc., and request both 
ground unit and air support assistance. 


Communications shall notify Airfield Operations whenever a pursuit has entered the Air 
Operations Area. 


Communications shall ensure that notifications are made to all concerned outside agencies, and 
coordinate all communications relays between the pursuing units and assisting units from other 
agencies. 


Pursuit Driving Tactics 


Units paralleling a pursuit, but not directly involved as the primary or secondary unit, shall not 
exceed procedures for "Code 2" driving (i.e. - Follow all rules of the road), and shall not join or 
participate in the pursuit unless requested to do so by the primary unit or a supervisor (Refer to 
Section 12/6.2, Subsection C, 1.a to 1.c). 


There shall be no caravanning (a group of vehicles travelling together in a file) by field units, 
either paralleling the pursuit or attempting to join the pursuit. Units shall not pass other units 
engaged in a pursuit related activity unless requested by the officers of that unit. 


Tactics employed to stop the pursued suspect(s) such as boxing in, heading off, ramming, or 
driving alongside the pursued vehicle are strongly discouraged. These tactics are extremely 
hazardous and should only be considered in rare instances in order to save a life. Prior to using 
these tactics, other less hazardous tactics (i.e. - deployment of an approved tire deflation 
device) shall be considered. 


As a general policy, officers shall not pursue a vehicle the wrong way on a freeway. In the event 
that the vehicle being pursued enters the freeway the wrong way, the following options shall be 
considered: 


Request the assistance of an air unit to assist and coordinate field activities; 


Maintain visual contact with the suspect vehicle by paralleling it on the appropriate side of the 
freeway; 


Request other units observe exits available to the suspect vehicle, considering direction of 
travel; 


Notify the California Highway Patrol and other concerned police agencies. 
Vehicle Intervention Technique 


Officers should obtain supervisory approval prior to employing a Vehicular Intervention 
Technique (VIT). In rare instances where exigent circumstances exist that require immediate 
action and preclude officers from seeking prior supervisor approval, a VIT may be employed. 
The Incident Commander or the driver of the primary unit may authorize a pursuit’s termination 
by employing a VIT. The decision to employ a VIT shall be based on careful consideration of the 
situation, while maintaining a significant regard for public or officer safety. 
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A VIT may be employed when the officer believes that the continued movement of the vehicle 
would place persons in imminent danger of great bodily harm or death and/or the risk of harm to 
persons outweighs any risks created by the application of a VIT. 


Only officers who have successfully completed Department approved training are authorized to 
employ these methods. 


Currently the Department has authorized the following Vehicle Intervention Techniques: 

Use of Approved Tire Deflation Device 

Whenever a vehicular pursuit is initiated by a LAWA Police unit, a determination shall be made 
by the supervisor in charge whether or not to attempt deployment of a tire deflation device to 


end the pursuit. 


The supervisor should consider the type of vehicle being pursued, road and weather conditions, 
location, and overall safety of officers and the public. 


Tire deflation devices shall not be used when the pursuit involves motorcycles, three-wheeled 
vehicles, all-terrain vehicles, vehicles transporting hazardous materials, passenger or school 
buses, vehicles towing trailers, or large semi-truck/trailer combinations. 


Tire deflation devices normally should not be deployed for a pursued vehicle traveling at soeeds 
in excess of 65 mph. 


Absent exigent circumstances, the tire deflation device should generally not be used in adverse 
terrain or where geographic configurations increase the risk of injury to suspect (e.g., on 
roadways bounded by steep descending embankments, curves, etc.), or at any location where 
safety of proceeding or opposing traffic cannot be assured. 

If the tire deflation device is to be deployed: 


A unit equipped with an approved tire deflation device shall respond to a location in front of the 
pursuit. A second unit should be assigned to respond to assist with traffic control. 


The deploying officer shall: 

Park the patrol unit with all emergency lights activated facing the on-coming pursuit, angled 
slightly to narrow the roadway in order to force the suspect vehicle to drive over the tire deflation 
device; 


Vacate the patrol vehicle immediately upon deployment. 


Deploy the tire deflation device (Stop Sticks) in the black nylon sleeve with the cord reel 
attached to the sleeve end approximately 10 to 20 feet in front of the patrol vehicle; 


Note: Disconnected Stop Sticks may be tossed in the path of a pursued vehicle when there is 
no time to deploy the sleeve. 


Inform the supervisor and pursuing units that the tire deflation device is deployed and location of 
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deployment; 


Immediately pull the sleeve out of the way of pursuing units after the suspect vehicle runs over 
the tire deflation device; 


Collect and retain the tire deflation device after use. 


If another law enforcement agency, engaged in a vehicular pursuit within the LAWA Police 
patrol boundaries but outside the Air Operations Area, requests LAWA Police deploy a tire 
deflation device, a supervisor shall coordinate the deployment of the device and ensure 
constant communications with the other law enforcement agency's units to prevent an 
accidental deflation of the pursuing unit's tires. 


Note: The lead agency involved in the pursuit must request and approve deployment of the tire 
deflation device by LAWA Police. 


Reporting Procedures 
Normal Deployment 


The use or attempted use of the tire deflation device shall be documented in the supervisor's 
"Vehicle Pursuit Report" (Refer to Section 12/5.2.0). 


Any deployed tire deflation device, damaged or not, shall be given to the arresting officer and 
booked as evidence if the suspect is apprehended. 


The deploying officer shall forward a memo to Operations and Materials Unit, requesting that 
the deployed and/or damaged tire deflation device be replaced, indicating the unit shop number 
in the memo. 


Unintentional Tire Deflation 
Whenever an unintentional tire deflation occurs as a direct result of the deployment of an 
approved tire deflation device, the deploying officer shall, in addition to the above reporting 


procedures: 


Obtain the driver's name, address, phone number, note any injuries to the driver or passengers, 
and any damage to the vehicle; 


Request the Airport contract tow respond to the location; 


Note: If the vehicle has two or more tires deflated, ask the driver if he/she wants the vehicle 
towed to the LAWA Police Impound lot until replacement tires can be obtained. 


Complete an Employee's Report entitled "Unintentional Tire Deflation." The original report shall 
be attached to the Arrest Report, if applicable. A copy of this report shall be sent to Risk 
Management Division. 


Advise the driver that a claim for damages may be filed with the City of Los Angeles for 


reimbursement for expenses or losses incurred as a direct result of the unintentional tire 
deflation. 
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Storage 


Three (3) Stop Sticks, pre-loaded in a black nylon sleeve, shall be placed in a trunk-mounted 
storage rack in each marked patrol unit. 


Pursuit Intervention Technique (PIT) 

The Pursuit Intervention Technique is designed to be executed by a pursuing police vehicle. 
The PIT is a technique in which the officer’s vehicle makes contact with the rear quarter panel of 
the suspect’s vehicle, causing it to rotate and come to a stop. If the technique is properly 
executed, damage to the officer’s vehicle should be minor or negligible. 


Only officers who have completed Department approved hands-on PIT training are authorized 
to employ the PIT. 


Note: A minimum of three (3) pursuing units are needed to execute the Pursuit Intervention 
technique. 


The location chosen to implement a PIT is of paramount importance. The area should be clear 


of pedestrians and other occupied vehicles and road conditions should be in good condition 
(e.g., free from loose gravel, significant road repair, etc.) 


Unless exigent circumstances exist, the PIT should not be attempted when the following exists: 
The pursued vehicle is traveling in excess of 35mph; 


The size of the pursued vehicle is significantly heavier than the primary unit’s police car (e.g., 
buses, motor homes, semi-trucks, dual-rear-wheeled pick-up trucks, etc.); 


The pursued vehicle is transporting hazardous material; 


Since employing the PIT will cause officers to be in close proximity to the suspect, a PIT should 
not be used on a suspect who is Known to be armed; and, 


Any motorcycles, motor scooters or three-wheeled cycles. 


When utilizing the PIT on the AOA, personnel should ensure the area is free from any obstacles 
(i.e., tire chalks, tugs, fuelers, etc), other vehicles or aircraft (fefer to section 12/5.1.4) 


Helicopter Assistance 


In any pursuit, and especially in a hostage situation (Refer to Section 12/6.2, Subsection G), the 
use of an air unit is recommended. 


Requests For Law Enforcement Agency With Jurisdictional Authority Air Support 


Upon initiation of a vehicular pursuit, the dispatcher shall contact the law enforcement agency 
with jurisdictional authority to request an Air Support unit to assist in the pursuit. 


Note - It is imperative all officers understand that circumstances sometimes exist which either 
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precludes an air unit from responding to a vehicular pursuit or cause an air unit to prematurely 
disengage. Inclement weather, terrain, air space restrictions and air traffic are factors which can 
affect an air unit's involvement in a pursuit situation. 


Communications Between Air Unit and Ground Units 


If Air Support assistance is available, Communications shall either relay information between 
the ground and air units or arrange for direct voice communication by telephone and/or radio 
link. 


When communications are established between LAWA Police and the law enforcement agency 
with jurisdictional authority, the field supervisor shall confirm Air Support's participation in the 
pursuit. 


The law enforcement agency with jurisdictional authority Air Support unit shall be responsible for 
monitoring and broadcasting pursuit information and advising the concerned ground units of 
road hazards or any unsafe conditions. Overall control of the pursuit shall remain with the 
primary ground unit and the concerned supervisor. 


When the Air Support Unit advises the LAWA Police Field Supervisor it has established visual 
contact with the pursued vehicle, and believes it can best maintain visual contact and broadcast 
pursuit information, the LAWA Police Field Supervisor shall notify pursuing units of that fact. The 
senior officer of the primary unit shall determine whether to relinquish responsibility for 
broadcasting pursuit information to Air Support by notifying the dispatcher, unless in the senior 
officer's judgment the gravity of the offense and the surrounding terrain dictate that 
responsibility for broadcasting pursuit information and coordinating field activities should remain 
with the ground unit. 


Note: Upon the air support unit's arrival at the scene of a pursuit, the air support unit will assess 
the situation, advise the Incident Commander of the number of police units in the pursuit, and 
request if tracking should be initiated. Exigent circumstances may preclude tracking. 


The dispatcher shall make every effort to ensure communication is maintained between Air 
Support and ground units. However, if communication is lost, ground units shall attempt to re- 
establish visual contact with the suspect and continue pursuit in accordance with this policy. 


Tracking the Suspect Vehicle 


The use of an air support unit to track a suspect vehicle is a valuable law enforcement tool 
intended to enhance public and officer safety by encouraging a fleeing suspect(s) to operate 
his/her vehicle responsibly and/or terminate the pursuit. 


If the circumstances of the pursuit indicate that apprehension of the pursued vehicle by the 
pursuing units appears unlikely (i.e. - suspect vehicle continuously increases distance between 
the ground units, or the suspect's vehicle is frequently out of sight of the ground units), the 
primary unit or a supervisor may direct the air unit to continue and track the pursued vehicle. 


When the tracking of the pursued vehicle is assumed by the air unit, officers in the concerned 
ground units shall broadcast whatever information is necessary to assist the air unit. The 
primary and secondary ground units may proceed Code 3, if necessary, and should, if possible, 
follow the suspect vehicle at a distance which would allow them to apprehend the suspect(s) 
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when the suspect vehicle has stopped and the suspect(s) has fled on foot. 

To assist the Incident Commander in controlling the pursuit, the air support unit shall: 
Assume pursuit broadcast responsibilities during the tracking mode; 

Advise the Incident Commander regarding suspect action applicable tactical considerations; 


Identify all law enforcement vehicles involved in the pursuit and record the corresponding shop 
numbers (or vehicle descriptions when shop numbers are not available); and, 


Respond, as practical, to any other requests from the Incident Commander. 


When tracking does not produce the desired result of slowing the suspect's driving or the 
suspect's driving actions are contributing to an increasingly hazardous situation, the Incident 
Commander, at his/her discretion may direct units to re-engage the suspect vehicle. Absent 
exigent circumstances, Incident Commander approval during the tracking mode is required by 
the primary and/or secondary unit to re-engage pursuit of the vehicle. Should the situation 
dictate the air support unit's discontinuance of the tracking mode (i.e. - visibility, restricted air 
space, aircraft mechanical issues, etc.), the air support unit shall notify Communications Unit 
and the Incident Commander of the circumstances. 


Air Unit Disengagement 


The air unit shall continue to broadcast pursuit information and coordinate field activities until 
the suspects have been apprehended or until conditions (such as inclement weather, terrain, 
other air traffic, etc.) necessitate disengagement from the incident. Under those circumstances, 
the involved ground unit shall be advised by Communications to assume responsibility for 
broadcasting pursuit information and following the suspect vehicle. 


If ground units are not within visual contact and the air unit determines, in the interest of safety, 
that it can no longer continue to track the suspect vehicle, the air unit shall notify the dispatcher 
and the field supervisor that it can no longer track the suspect vehicle. The dispatcher shall 
confirm Air Support's discontinuation of tracking the suspect's vehicle and the field supervisor's 
acknowledgment. 

Supervisory Assistance 

To assist the supervisor responsible for the control of the pursuit, the air unit shall: 


Identify all law enforcement vehicles involved in the pursuit and record the corresponding shop 
numbers (or vehicle descriptions when shop numbers are not available); 


Respond, as practicable, to any other requests from the supervisor responsible for management 
control of the pursuit. 


Hostage Involved Vehicle Pursuits 
The tactics of a pursuit in a hostage situation must be modified to place primary emphasis on 


the safety of the hostage(s). The involvement of a hostage in the pursuit magnifies the 
importance of the primary unit maintaining maximum control and ensuring that nonessential 
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units do not become involved in the pursuit. 
Initial Notification 


When an officer becomes aware that a hostage is, or may be, in a pursued vehicle, the officer 

shall immediately advise the dispatcher. All available information shall be reported, including a 
description of the hostage, manner of dress, and the exact location of the hostage(s) within the 
vehicle, if known. 


The Dispatcher's Responsibilities 

The dispatcher shall immediately broadcast all hostage related information. The fact that a 
hostage may be involved in a pursuit shall be periodically retransmitted during subsequent 
pursuit status broadcasts. 


In instances where the taking of a hostage has not been confirmed, the dispatcher shall attempt 
to obtain additional information from the original person reporting via landline. 


If a callback number is not available, or the person reporting cannot be contacted, the 
dispatcher shall assign a specific unit to respond to the scene of the initial hostage-taking 
occurrence to investigate, and determine whether a hostage was taken. 

Primary Unit Responsibilities 

The primary unit shall broadcast all relevant information including a description of the 
hostage(s), manner of dress, and the exact location of the hostage(s) within the vehicle when 
known, suspect information, and if applicable, information regarding the suspect's weaponry. 
Vehicular Pursuits on the Air Operations Area (A.O.A.) 

Note: Whenever LAWA Police is notified that a vehicular pursuit is in progress within one (1) 
mile or less of the airport area or is approaching any LAWA airport, Communications Unit shall 
contact and advise the on-duty Airfield Operations Duty Superintendent of the pursuit. 
Emergency Road Blocks 

Whenever a vehicular pursuit appears to be approaching an Air Operations Area Access Post, a 
unit equipped with an approved tire deflation device shall respond to the Access Post and 
establish a road block, if possible. A second unit shall be assigned to respond to assist with the 
road block. 

All vehicular traffic, both entering and exiting, shall be halted or diverted. 

The Access Post shall be vacated when an emergency road block is established in front of the 
post. The Security Officer assigned to the Post shall contact his/her supervisor and advise 
him/her of the situation, and be directed to a safe location. 

The deploying officer shall: 

Park the patrol unit with all emergency lights activated in front of the Access Post exit lane, 
blocking it in order to force the suspect vehicle to drive over the tire deflation device deployed 
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across the entrance lane. 
Vacate the patrol vehicle immediately upon deployment. 


Deploy the tire deflation device (Stop Sticks) in the black nylon sleeve with the cord reel 
attached to the sleeve end approximately 10 to 20 feet in front of the entrance lane; 


Inform the supervisor and pursuing units that the tire deflation device is deployed and location of 
deployment; 


Immediately pull the sleeve out of the way of pursuing units after the suspect vehicle runs over 
the tire deflation device; 


Collect and retain the tire deflation device after use. 

If a second unit arrives at the Access Post prior to the pursuit entering the AOA, the unit shall 
park and block the entrance lane to prevent the suspect vehicle from using that lane. The patrol 
vehicle shall be vacated immediately upon deployment. 


Upon the arrival of the second unit, the deploying officer shall remove the stop sticks from the 
entrance lane and redeploy them to block any possible vulnerable points to the roadblock. 


Primary Unit Responsibilities 
When a vehicular pursuit enters the Air Operations Area, the primary unit shall: 


Contact the Airfield Operations Duty Superintendent and advise that a pursuit has entered the 
A.O.A, giving the location and direction of travel. 


The Airfield Operations Duty Superintendent shall contact the Tower on ground frequency to 
relay immediate safety concerns. 


Request additional units, if needed, to assist in containing the pursued vehicle. 

Note: The primary unit shall consider reducing speed and monitoring the pursued vehicle 
visually from a distance to ensure maximum safety of persons and equipment on the A.O.A. The 
primary pursuing unit shall make every reasonable effort to prevent a high-speed pursuit on the 
A.O.A. 

Supervisor's Responsibilities 


The supervisor assigned to monitor the pursuit shall: 


Coordinate with the Airfield Operations Duty Superintendent to ensure the safety of persons and 
property on the A.O.A. while the pursuit is in progress (i.e., runway and taxiway closures); 


The supervisor shall ensure that Airfield Operations is notified when a pursuit is in the 
immediate area of the AOA and has potential of entering the AOA or having any impact on 
aircraft operations; 


Coordinate additional responding units for tactical vehicular movements; 
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Ensure Communications and Airfield Operations are notified when the pursuit exits the A.O.A. 
or terminates on the A.O.A. 


Tactical Considerations 


Officers involved in A.O.A. pursuits shall attempt to prevent the pursued vehicle from entering 
terminal ramp areas or colliding with aircraft. 


Tactics to consider for containment or termination of the pursuit include 
Boxing in of the pursued vehicle; 


Corralling the pursued vehicle to an isolated area of the A.O.A., into soft terrain, or out of the 
A.O.A.; 


Ramming the pursued vehicle to disable the vehicle. 

The Pursuit Intervention Technique (PIT) 

Officers shall not follow the pursued vehicle onto active Taxiways or Runways. Permission shall 
be requested from the Control Tower and confirmation received prior to any unit driving onto the 
runways. Prior to receiving permission, officers shall attempt to follow the pursued vehicle by 
driving parallel on the Service Roads. 


Additional A.O.A. Pursuit Considerations 


Officers shall consider the additional hazards associated with driving on the Air Operations Area 
during a pursuit, including: 


Aircraft movement; 

Jet blast distances; 

Specialized vehicles, equipment and pedestrians; 

Damage or interference to navigational aids and lights; 

Air Operations Area terrain features (i.e. - dips, gullies, soft terrain, etc.) 

Vehicle Intervention on the Air Operations Area 

Whenever an unauthorized vehicle gains access to the AOA, or whenever a Code Red 
broadcast is initiated by an Access Post SACU officer, Communications Unit shall follow 


procedures as outlined in Section 15/2.1.F.1. 


The assigned officer(s) shall contact Ops. 44 immediately and advise him/her of the AOA 
incursion. 


Air Traffic Control Tower (ATCT) personnel shall immediately be contacted whenever the 
unauthorized vehicle poses a direct threat to aircraft. This shall only be an advisement. 
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The assigned supervisor shall evaluate the situation and determine the appropriate course of 
action. Factors to be considered may include, but are not limited to: 


The time of the incursion; 


Flight operation status (i.e. - Fueled aircraft with passengers taxiing and taking off in the area of 
the incursion shall constitute an immediate threat); 


People or aircraft in immediate danger (i.e. — The suspect vehicle approaching fueled aircraft 
sitting at agate or a busy hangar area with personnel in the area shall constitute an immediate 
threat); 

Any crime committed by the suspect (i.e. — stolen vehicle, failure to stop, etc.); 

The apparent intent of the suspect as determined by his/her actions prior to or during the 
incursion (A suspect who has stated his intent to damage aircraft or endanger flight operations 
and enters the AOA or enters the AOA and steers towards aircraft or fuel trucks constitutes an 
immediate threat. However, a driver who enters the AOA with no apparent intent to do damage 
and does not affect flight operations does not constitute an immediate threat). 


The assigned supervisor shall utilize personnel trained in intervention tactics if they are 
available and in a position to assist. 


Officers shall not utilize intervention tactics until authorized to do so by the assigned supervisor. 


Note: If the assigned supervisor is not on-scene and the suspect clearly poses an immediate 
threat to aircraft and/or personnel, officers shall immediately initiate intervention tactics. 


Use of Force on the AOA 
Use of Force on the AOA shall follow established policy as outlined in Sections 7/1 and 7/4. 
Assumption of Other Agency's Vehicular Pursuits That Enter the A.O.A. 


Whenever LAWA Police becomes aware that another law enforcement agency, involved in a 
vehicular pursuit, has entered the A.O.A., Communications shall: 


Immediately dispatch the closest available unit, one secondary unit and one supervisor to the 
vicinity, in addition to informing the Airfield Operations Duty Superintendent; 


Contact the involved law enforcement agency in pursuit if the agency has not contacted LAWA 
Police prior to entering the A.O.A.; 


Notify the agency involved in the pursuit to relinquish control of the pursuit to LAWA Police 
units; 


Once confirmation has been received that the agency has been notified to relinquish control of 
the pursuit to LAWA Police, Communications shall: 


Inform the responding units and supervisor of receipt of confirmation that the involved law 
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enforcement agency has been advised to relinquish the pursuit to LAWA Police; 
Verify when LAWA Police units are in position to take over the pursuit; 
Confirm with the other law enforcement agency that LAWA Police will assume the pursuit. 


In cases where the agency involved in an A.O.A. pursuit refuses to relinquish control of the 
pursuit to LAWA Police, Communications shall inform the responding units and supervisor. The 
responding supervisor shall direct responding units to block off affected service roads, ramps, 
and/or other areas as needed while continually monitoring the progress of the pursuit. 


NOTE: LAWA Police units shall not join in a pursuit in progress on the Air Operations Area if the 
pursuit is not relinquished by the pursuing agency. 


Loss of Pursued Vehicle 


When pursuing units lose contact with the suspect vehicle, the primary unit shall advise the 
dispatcher. The primary unit shall broadcast all relevant information and coordinate the search 
as needed. When an Air Support unit is assisting, descriptive and directional information shall 
be specifically broadcast to the concerned air unit. 


Pursuit Termination Procedures 


Safety is critical at the termination of a pursuit. At no time will the need for decisive action, self- 
control, and strict personal discipline be more essential. The responsibility for maintaining 
control and directing activities at the termination point of a vehicle pursuit must remain with the 
senior officer in the primary unit unless relieved by a supervisor. The secondary unit shall be 
responsible for backing up the primary unit and broadcasting pertinent information. 


Unless otherwise requested, officers in all other units shall remain clear of the pursuit 
termination point, with the exception of available on-duty Canine Units who will respond to the 
termination point (refer to Section 9/2.5.D, assist in clearing the suspect vehicle and 
apprehending any outstanding suspect(s). 


The dispatcher shall broadcast the location of the termination point of the vehicular pursuit and 
advise officers to switch to a designated tactical frequency. Units involved in the pursuit or 
assigned to assist shall temporarily switch their radios to the appropriate tactical frequency. The 
tactical frequency shall also be used to coordinate the search for any suspect(s) fleeing on foot. 


NOTE: Plainclothes personnel shall ensure that they are readily identifiable as police officers by 
affixing proper identification to their outer garments. 


Supervisor's Responsibilities at the Termination of the Pursuit 


If a supervisor has not responded to a pursuit, the dispatcher shall assign a supervisor to 
respond to the termination point of the pursuit. The supervisor is responsible for controlling 
police action at the scene and ensuring adherence to departmental policies. The assigned 
supervisor shall maintain responsibility for the pursuit until dispositions are obtained for 
suspect(s), vehicles, and all reports are completed or signed. The supervisor shall submit a 
LAWA Police Vehicular Pursuit Report to the Watch Commander. 
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Pursuits Initiated by Outside Agencies within LAWA Police Jurisdiction 

When a pursuit is initiated by a law enforcement agency of another jurisdiction, that jurisdiction 
shall be responsible for the progress of the pursuit. LAWA Police units shall not attempt to assist 
with the pursuit unless specifically requested to do so by the pursing agency or unless it is 
clearly demonstrates that a lone unit from an outside agency is unable to request LAWA Police 
assistance and the tactical situation demonstrates a need for backup from this Department. 

In the event the pursuing jurisdiction requests the LAWA Police to assume responsibility for the 
pursuit, or due to circumstances as outlined above, assistance is offered to members of an 
outside police agency, the procedures established by this policy shall apply. 

Notification Required 

The Watch Commander shall provide the Chief of Airport Police, the Deputy Chief, the Assistant 
Chiefs, and the Commanding Officer, Patrol Services Section as soon as practical the following 
information: 

Date and time of the pursuit; 

Duration of the pursuit, and the starting and termination point of the pursuit; 

Units and officers involved; 

Initial reason for the pursuit; 

Whether any traffic collision(s) occurred; 

Medical treatment information and deaths, if any; 

Name of the on-scene supervisor; and, 

Other law enforcement agencies and personnel involved or notified. 


LAWA Police Vehicular Pursuit Report 


A LAWA Police Vehicular Pursuit Report shall be completed by the assigned supervisor. The 
report shall include the following information: 


Additional units involved in the pursuit/following, including supervisors; 

Initial reason for the pursuit, reasons for the continuation or abandonment of the pursuit; 
Hostage information; 

Disposition of pursuit, including suspect's name(s), booking or citation number and charge; 
Traffic collision summary, if applicable, and D.R. number of the Traffic Collision Report; 


Injuries; 
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Notifications made; 


Supervisor's narrative of the pursuit including a detailed summary of the route of pursuit, and all 
pertinent information necessary for the review of the pursuit. 


Pursuit Tactics; 

Air Support Involvement; 

Interviews of Involved Officer(s); 

Supervisor's Insight; 

Watch Commander's Insight. 

Distributing the Vehicular Pursuit Report 

The Vehicle Pursuit Report and any related reports shall be reviewed by the Watch 
Commander. The reports shall then be forwarded to the Chief of Airport Police and the 
concerned Commanding Officer of any officer(s) involved in the pursuit. 


Vehicular Pursuit Review 


After reviewing the vehicular pursuit, the Chief of Airport Police may make recommendations, 
which may include the following actions: 


Vehicular Pursuit within Policy - No action required; 


Improper Tactics or Vehicular Pursuit not within Policy -Forward to Investigation Unit for 
possible disciplinary action; 


Training Deficiencies - Forward to Training Unit for review. 

CHP Pursuit Report 

Pursuant to California Vehicle Code Section 14602.1 (a), all state and local law enforcement 
agencies are required to submit a CHP Pursuit Report, Form 187 to the California Highway 
Patrol whenever a vehicular pursuit occurs. 

Reporting Supervisor 

Supervisors assigned to a vehicular pursuit and completing the Vehicular Pursuit Report, shall 
also complete a CHP Pursuit Report, Form 187. A copy of this report shall be included with any 
other forms forwarded to the Watch Commander for review and distribution. Distribution shall 
follow the same procedure outlined in Section 12/5.2.P. 


Records Section 


The original completed CHP Pursuit Report shall be forwarded to the Records Section, who 
shall forward this report to the California Highway Patrol. 
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S. Annual Training 
All sworn employees shall attend documented annual training on the vehicular pursuit policy. 
Ts Written Certification 


All sworn Airport Police employees shall certify, in writing, that they have received a copy of the 
vehicular pursuit policy and that they have read and understand the policy. This written 
certification shall be placed in the employee's Training file, which shall be retained by Training 
Unit. 


12/6 Vehicle Safety Policy and Procedures: Vehicle Collision Review 
12/6.1 Policy 


LAWA Police personnel are responsible for the safe operation of City vehicles used in the course of 
their duty. Traffic collisions or property damage involving City vehicles driven by on-duty LAWA Police 
personnel shall be tracked and reviewed by the involved employee's Sectional Commander and the 
Vehicle Safety Review Panel. 


This policy shall also apply to employees with home-garaged vehicles while driving to or from home to 
a work or training site. 


12/6.2 Traffic Collisions Involving Police Division Vehicles or Employees 


Any traffic collision involving a Division vehicle or involving any employee while acting within the scope 
of his/her duties, shall be reported to the Division by the employee operating the vehicle or otherwise 
involved. A supervisor shall be dispatched, whenever practicable, to the scene of each traffic collision 
which requires a traffic report. 


12/6.3 Supervisor's Responsibility - Traffic Collision Involving Division Vehicles 


A. The supervisor dispatched to the scene of a traffic collision shall conduct a personnel 
investigation to determine whether the employee involved was adhering to LAWA and Division 
rules, policies, and regulations involving personal conduct. 


B. The Watch Commander on-duty shall be notified by the supervisor investigating the collision of 
the circumstances of the collision and of the findings and action taken by the supervisor. The 
notification may be made by telephone and shall be made as soon as practicable following the 
completion of the investigation. 


C. After review and approval by the Watch Commander, the supervisor shall forward all reports 
connected to the traffic collision to the Chairperson, Vehicle Safety Review Panel. 


12/6.4 Supervisor's Responsibility - Traffic Collision Investigation Notification Involving Serious Bodily 
Injury, Death or Major Property Damage 


When notified of a traffic collision involving serious bodily injury, death or major property damage, a 


sworn supervisor shall immediately respond to the scene, evaluate the circumstances of the incident, 
and: 
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A. If the employee is hospitalized, ensure appropriate staff is assigned to the facility; 

B. Ensure proper notifications are made as outlined in Section 10/6.2.C; 

C. Liaison with the investigating agency to ensure a copy of the report is provided as soon as 
applicable; 

D. Ensure proper disposition of employee/city property is handled; and, 

E Ensure all reports connected with the traffic collision are forwarded to the employee’s 


commanding officer and the Vehicle Safety Review Panel chairperson as soon as practicable. 
12/6.5 Unassigned Division Vehicles Involved in Traffic Collisions 
If an unassigned Division vehicle parked at a LAWA Police parking lot displays evidence of traffic 
collision damage which has not been reported, the Watch Commander on duty shall cause a traffic 
collision report to be completed. 
12/6.6 Employee-Involved Traffic Collisions -Administrative Review Process 
A. Vehicle Safety Review Panel 
1. A Vehicle Safety Review Panel will convene as needed to review all traffic collisions and 
recommend classification of the traffic collision. The Panel will also convene at the request of a 
Commanding Officer if major injuries or death occurred as a result of the collision. 
2: Traffic Collision Classifications 


Traffic Collisions shall be classified as follows: 


a. Preventable Collision - Any collision in which it is determined the driver failed to act reasonably 
or take reasonable precautions to prevent the collision. 


b. Justifiable Collision - A traffic collision may be classified as preventable but justifiable under 
certain emergency conditions (i.e. Ramming, PITT maneuver, etc.) if the driver acted ina 
reasonable and prudent manner. 


c. Non-Preventable Collision - A collision in which it is determined the driver was reasonably 
unable to control the events preceding to and resulting in the collision. 


3. The Vehicle Safety Review Panel shall consist of the following: 

a. Chairperson (Commercial Enforcement Unit Sergeant) 
NOTE: In the event the incident involves catastrophic injuries, or death, and upon completion of 
the Traffic Collision report mandated by Section 10/6.2.C, the Commanding Officer of CEU may 
request to have the Vehicle Safety Review Panel review the circumstances of the incident. 

b. One sworn or civilian supervisor within the involved employee's chain of command (for officer 


involved - Sergeant; for Sergeant involved - Lieutenant; for Lieutenant involved - Captain, 
MAII,SR. COII, etc); and, 
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One Peer employee (to be selected by the Chairperson). 
Additional Attendees 


Employees involved in a traffic collision under review, either as participants or as witnesses, are 
ineligible to serve on the Vehicle Safety Review Panel. 


Involved employees are not allowed to be present when the Panel Board considers its case. 
Command staff is encouraged to attend these panel meetings as well. 

Chairperson — Responsibilities 

The Chairperson of the Vehicle Safety Review Panel shall be responsible for: 


Collecting all traffic collision reports, generating an Accident History Report for the involved 
employees, and creating a Vehicle Safety Review Panel Package for each incident. 


Convening the Panel. 


Ensuring that each Panel member reads all reports related to the incident; 


Ensuring that the Panel discusses all elements of the incident, evaluates the traffic collision, and 


makes a recommendation for classification of the traffic collision; 


Completing the Vehicle Safety Review Panel Report, as well as written justification for the 
Panel’s opinion, including any dissenting opinions by Panel members, in memo format; and, 


Forwarding the Vehicle Safety Review Panel Report package to the Assistant Chief, Office of 
Operations within 10 calendar days. 


Vehicle Safety Review Panel - Responsibilities 

The Vehicle Safety Review Panel is responsible for: 
Reading all reports related to the traffic incident; 
Discussing all relevant information concerning the incident; 
Requesting additional information from any source; and, 


Making a recommendations for appropriate training/retraining to address any identified 
deficiencies as required. 


Assistant Chief, Office of Operations 
The Assistant Chief, Office of Operations, shall determine the final classification. 
If it is determined that a traffic collision reviewed by the Vehicle Safety Review Panel was 


preventable, the package shall be forwarded to the involved employee’s Commanding Officer, 
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directing that a Personnel Complaint Form be generated. The completed Personnel Complaint 
Form shall be returned to the Assistant Chief, Office of Operations, for final approval. 


The Personnel Complaint Form and Vehicle Safety Review Panel Report package will be 
forwarded to Internal Affairs Unit and processed as outlined in Section 3/1.10. 


b. If the Assistant Chief, Office of Operations, disagrees with the classification, he/she shall attach 
a memo to the Vehicle Safety Review Panel Report package articulating the rationale. If the 
classification is changed to preventable, the Assistant Chief, Office of Operations, shall return 
the Vehicle Safety Review Panel Report package to the involved employee’s Commanding 
Officer, who shall include the Assistant Chief's memo and generate a Personnel Complaint 
form. The Personnel Complaint form and Vehicle Safety Review Panel Report package will be 
forwarded to Internal Affairs Unit and processed as outlined in Section 3/1.10. 


12/7 Emergency Vehicle Operations 
12/7.1 Information 


The following Emergency Vehicle Operations Policy has been established to provide a greater degree 
of personal safety to LAWA Police personnel and the general public. As with any law enforcement 
activity, the protection of life is of paramount importance and must be considered above all else during 
any police action. Experience has shown that “Code Three” call response provides great danger to all 
concerned. These guidelines have been formulated to minimize the risk involved while enhancing 
effectiveness. 


There are probably few situations that demand the exercise of a greater degree of skill, common sense 
and sound judgment than initiating or responding to a “Code Three” call. Officers must not only 
consider the limitations set forth in Section 21056 of the California Vehicle Code, relating to an officer's 
legal responsibilities during emergency vehicular operations, but must also be cognizant of, and 
conform to, the guidelines established by this policy. Officers must also continuously weigh the gravity 
of the offense against potential dangers they may pose to themselves and others if they elect to initiate 
a “Code Three” response. Officers must effectively perform in an atmosphere wherein far-reaching 
consequences may hinge upon the soundness of these split-second decisions. 


This Emergency Vehicle Operations Policy sets forth procedures to minimize the potential for injuries 
and deaths to LAWA Police Officers and others as a result of initiating or responding to a “Code Three” 
call. 


This policy is an internal administrative guide for decision-making before the fact and a standard for 
administrative judgment of the propriety of the action taken. 


Any radio or MDS dispatched call may justify a “Code Three” response if any one or more of the 
following elements are present: 


A. A serious public hazard; 

B The preservation of life; 

C. A crime of violence in progress; 
D An immediate pursuit; 
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A unit at a scene requests another unit “Code Three.” 


The final decision for the use of “Code Three,” other than in response to a directed radio call, shall be 
made by the vehicle operator. 


Definition 


A "Code Three" call, for the purpose of this policy is an emergency call. It shall be answered 
immediately, but only in a manner which will enable the unit to reach the scene as quickly and safely as 
possible. Response to this call shall only be in a marked emergency vehicle with activated emergency 
equipment (both red lights and siren) in accordance with the provisions of Sections 21055 and 21056 of 
the California Vehicle Code. 


12/7.2 Procedures 


A. 


Driver Responsibility 


Section 21055 of the California Vehicle Code (C.V.C.) exempts authorized emergency vehicles 
from the "Rules of the Road" (see note below) provided that the red light and siren of the 
emergency vehicle are activated. C.V.C. Section 21056, however, specifies that "Section 21055 
does not relieve the driver from the duty to drive with due regard for the safety of all persons 
using the highway, nor protect him from the consequences of an arbitrary exercise of the 
privileges granted in that section.” 


Note: “Rules of the Road” include, but are not limited to stop lights/signs, speed, right-of-way, 
etc. These exceptions are specified in Chapters 2 through 10 of Division 11 and Article 3 and 4 
of Chapter 5 of Division 16.5 of the California Vehicle Code. 

“Code Three” Radio Calls 

A radio call accompanied by a "Code Three" designation is an emergency call. The red light and 
siren shall be used in accordance with the provisions of California Vehicle Code Sections 21055 
and 21056. 

The Watch Commander shall ensure that a Patrol Services Section supervisor assumes 
management control of all “Code Three” calls. The supervisor shall monitor the call, assess the 
situation, and ensure that the involved personnel initiating or responding to a “Code Three” radio 
call complies with the guidelines contained in this section. 

“Code Three” Calls on the Air Operations Area (A.O.A.) 

Communications Section Responsibilities 


When an LAWA Police Unit is assigned a “Code Three” call on the Air Operations Area, 
Communications shall: 


Simulcast the “Code Three” assignment on all four DOA frequencies; 


Ensure Operations 44 acknowledges the broadcast and request that the Tower be notified. 
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A.O.A. "Code Three" Response Considerations 

The assigned officer shall consider: 

Reducing speed to ensure maximum safety of persons and equipment on the A.O.A. 
Reduced hearing capability of other A.O.A. drivers due to ear protection devices. 


Additional hazards associated with driving on the Air Operations Area during an emergency 
response, including: 


Aircraft movement; 

Jet blast distances; 

Specialized vehicles (i.e. fuel trucks), equipment and pedestrians; 
Damage or interference to navigational aids and lights; 

Air Operations Area terrain features (i.e. - dips, gullies, soft terrain, etc.). 
Crossing Taxiways/Runways While Responding To "Code Three" Call 


Officers driving onto any active Taxiways shall continually monitor Tower Ground Control 
frequencies. LAWA Police vehicles not equipped with a Tower radio shall NOT attempt to 
operate on any active taxiways. 


Officers shall request permission from the Tower prior to entering or crossing runway space. 
While waiting for clearance, the officer's vehicle shall be stopped clear of the runway. When 
cleared by the Tower to cross, officers are only cleared to cross the runway they requested to 
clear (i.e. If an officer only requests to cross 24 Left, the officer may not cross 24 Right unless 
requesting another clearance for 24 Right). 


Prior to receiving permission, officers shall use the service roads. 
Officer Initiated “Code Three” Response 


An officer shall immediately broadcast his/her intention to “Proceed Code Three" when the 
decision is based on something other than a directed police radio call. The "Code Three" 
broadcast shall include the nature and location of the activity and, when known, the starting 
point, route of travel, and destination. 


The Communications Operator shall immediately notify the Watch Commander, or if unable to 
contact the Watch Commander, the first available supervisor. The Watch Commander or 
responding Supervisor shall weigh the circumstances of the "Code Three" response according 
to the criteria set forth in this policy and either authorize or cancel the continuation of the "Code 
Three" response. 


An officer involved in an emergency response shall continuously assess whether the 


seriousness of the initial call and any subsequent conduct reasonably warrants continuation of 
the emergency response. 
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The following factors are to be considered when assessing whether to initiate or continue a 
"Code Three" response: 


Whether there is an unreasonable risk of injury to the public or to the responding officer; 
Whether vehicular and/or pedestrian traffic safety is unreasonably compromised; 


Whether environmental conditions (i.e. - rain, fog, day, night, etc.) create an unreasonable risk 
of injury to the public or the responding officer; 


The seriousness of the call and its relationship to community safety; 

The traffic conditions, i.e.- 

Volume of vehicular traffic; 

Volume of pedestrian traffic; 

Road conditions; 

Nature of the area of the response: residential, commercial, rural or Air Operations Area. 


Whether vehicular and/or pedestrian traffic is unreasonably compromised because of the lack of 
proper performance capability of the responding officer's vehicle. 


Any other circumstances of which the officer becomes aware at the initiation of or during the 
course of the emergency response. 


Termination of "Code Three" Response 


When the "Code Three" has been terminated, the officer shall notify Communications Section 
as soon as practicable. 
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Radio Terminology and Codes 


13/1.1. Communications Policy - General 


The LAWA Police communications system consists of the radio, telephone, and data subsystems, and 
shall be used only for official police communications. Officers shall not use the system for transmitting 
personal messages, commercial advertising, or promoting any commercial or business interests. The 
system shall be operated in accordance with F.C.C. (Federal Communications Commission), State, and 
local regulatory agency procedures and requirements. 


13/1.2 Procedures 


A. 


Plain Language Usage 


Except for the below listed codes and phases, officers shall use plain language in all transmitted 
messages. Other codes (i.e. the "Ten" codes, etc.) are not authorized and shall not be used. 


Misconduct on the Radio 


Misconduct on the radio shall not be tolerated. Supervisors shall be responsible to monitor their 
radios and take action whenever it occurs. Violations of Radio Protocols may subject officers to 
disciplinary action. 


Misconduct includes but is not limited to: using any frequency for personal messages between 
officers, activating the microphone to override another officer's transmissions, using obscene 
language on frequency, or transmitting offensive messages 


Phonetic Terms 


The "APCO" phonetic alphabet shall be used in radio transmissions when spelling out words or 
stating letters of the alphabet: 


A - Adam J - John S - Sam 

B — Boy K - King T - Tom 
C-—Charles L-Lincoln U- Union 
D - David M - Mary V - Victor 
E-Edward N-Nora W - William 
F - Frank O - Ocean X - X-ray 


G-George P- Paul Y - Young 
H - Henry Q-Queen Z- Zebra 
|- Ida R - Robert 


The International Phonetic Alphabet shall be used by officers while involved in AOA activities 
(i.e. Taxiway designations, talking on aircraft frequencies, etc.) as follows: 


A - Alpha J - Juliet S - Sierra 

B - Bravo K - Kilo T - Tango 

C - Charlie L- Lima U - Uniform 
D - Delta M - Mike V - Victor 

E - Echo N - November W - Whiskey 
F - Foxtrot O - Oscar X - X-ray 
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G - Golf P - Papa Y - Yankee 
H - Hotel Q-Quebec Z- Zulu 
| - India R —Romeo 


Radio Codes and Procedures 
The following codes and procedures shall be used in LAWA Police radio transmissions: 


Emergency Activation. This emergency call shall be broadcast when the emergency button on 
an officer's radio has been depressed. 


Communications Unit Responsibility 

Upon receiving a handset activation transmission, it shall be the responsibility of 
Communications Unit Personnel (CUP) to immediately broadcast “officer needs help,” and last 
known location. If the officer activating fails to acknowledge the closest available unit shall be 
dispatched "Code Three" and other available units in the vicinity shall respond "Code Two." 
Broadcast Procedures 

When an emergency activation is received by Communications, CUP shall: 


Immediately broadcast Alert Tone 3; 


Broadcast, "All units, officer needs help," state the location, "Officer needs help," again state the 
location; 


Broadcast the officer’s call sign, “Emergency button has been activated,” and, 
Attempt to contact the concerned officer; 


If the officer fails to acknowledge, CUP shall dispatch the closest available unit Code 3 to the 
last known location of the officer; 


Any additional information on the concerned officer shall be broadcast; 


The following is an example of an emergency activation broadcast. Each emergency activation 
broadcast may differ, however CUP shall follow the example broadcast as closely as possible: 


CUP: Broadcast Alert Tone 3. "All units, officer needs help, 200 World Way, officer needs help, 
200 World Way, 3A701 emergency trigger has been activated. 3A701, 3A701, come in.” 


If no acknowledgement from the unit is received: 

CUP: “All units, officer needs help, 200 World Way, officer needs help, 200 World Way.” 
Unit: “3L605, ETA 3 minutes.” 

Unit: “3L202, ETA 5 minutes.” 


CUP: “3L605 and 3L202, rodger. 3L605, respond Code 3. 3A701 shows Code-6 on a 415 
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man, 200 World Way. All units, frequency is on standby for emergency traffic only until a Code 4 
is given.” 
Officer Needs Help. This emergency call shall be broadcast when immediate response of 
additional officers is required due to a direct, severe threat to the officer's safety, or the safety of 
a member of the public being assisted by an officer. The requesting officer shall include the 
location, followed by the officer's unit identification and all other pertinent information. 
Communications Unit Responsibility 
In the event an officer requests "Help," it shall be the responsibility of Communications Unit 
personnel (CUP) to dispatch two officers and a sergeant to the location immediately, the closest 
unit to be dispatched Code 3, and additional responding units to be dispatched Code 2. 
Broadcast Procedures 
When a request for "Help" is received by Communications Unit, CUP shall: 


Immediately broadcast Alert Tone 3; 


Broadcast, "All units, officer needs help," state the location, "Officer needs help," again state the 
location; and, 


Assign two mobile units and the sergeant assigned to the area to respond to the call, with the 
primary reporting unit for that area to respond "Code 3," and any other units, including the 
sergeant, to respond "Code 2." 

The responding units shall give an estimated time of arrival (ETA) to the location; 


All affected frequencies shall be placed on standby, and all field personnel shall refrain from all 
non-emergency broadcasts. Units shall be advised to stand by for additional information; 


If the incident occurs on the outer LAWA Police patrol boundary, CUP shall contact the 
appropriate law enforcement agency having jurisdictional authority of the location of occurrence. 
The LAPD LAX Substation should be advised of any help call on LAWA/LAX property; 


The following is an example of an officer request for help broadcast. Each help request may 
differ significantly, however CUP shall follow the example broadcast as closely as possible: 


CUP: Broadcast Alert Tone 3. "All units, officer needs help, 100 World Way, officer needs help, 
100 World Way, 2L303, 2T11 and 2L20." 


Unit: 2711, ETA 3 minutes. 
Unit: 2L303, ETA 5 minutes. 
Supv: 2L20, ETA 3 minutes. 


CUP: “2T11, 2L202, and 2L20 rodger. 2L303 respond Code 3. All units, all units, frequency is 
on standby for emergency traffic only until a Code 4 is given. 
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NOTE - The LAWA Police will provide assistance and response to "Officer Needs Help" calls 
within the airport area when requested by outside law enforcement agencies. The senior officer 
of the agency requesting emergency assistance shall be in charge of the incident. 

Officer Needs Assistance. This call shall be broadcast by an officer when there is need for 
additional officers at the scene of an incident to assist with controlling a situation that might 
escalate without such response. The requesting officer shall include the location, followed by 
the officer's unit identification and all other pertinent information, including the reason for 
request. 

Communications Unit Responsibilities 


Upon receiving an “Officer Needs Assistance” call, CUP shall dispatch One unit "Code Two" 
and other available units in the vicinity shall respond when practicable. 


Broadcast Procedures 

The following is an example of an “Officer Needs Assistance” broadcast. Each assistance 
broadcast may differ significantly, however CUP shall follow the example broadcast as closely 
as possible: 


CUP: Broadcast Alert Tone 2. "All units, officer needs assistance, 300 World Way, officer 
needs assistance, 300 World Way. 3L605, respond to 300 World Way Code 2.” 


Unit: 3L605, ETA 5 minutes. 

Firefighter Needs Help. This emergency call shall be broadcast when immediate police 
assistance is required because firefighters are under attack, attack is imminent, or another 
emergency exists. 

Note - Firefighter shall include LAFD Paramedics. 

Communication Unit Responsibility 

In the event a "Help” request is received from the Los Angeles Fire Department, it shall be the 
responsibility of Communications Unit personnel (CUP) to dispatch two officers and a sergeant 
to the location immediately. 

Broadcast Procedures 

When a request for "Help" is received by Communications Unit, CUP shall: 


Immediately broadcast Alert Tone 3; 


Broadcast, "All units, firefighter needs help," state the location, "Firefighter needs help,” again 
state the location; and, 


Assign the two closest units and the sergeant assigned to the area to respond to the call, with 


the primary reporting unit for that area to respond "Code 3," and any other units, including the 
sergeant, to respond "Code 2." 
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The responding units shall give an estimated time of arrival (ETA) to the location; 


All affected frequencies shall be placed on standby, and all field personnel shall refrain from all 
non-emergency broadcasts. Units shall be advised to stand by for additional information; 


If the incident occurs on the outer LAWA Police patrol boundary, CUP shall contact the 
appropriate law enforcement agency having jurisdictional authority of the location of occurrence. 
The LAPD LAX Substation should be advised of any help call on LAWA/LAX property; 


The following is an example of a firefighter needs help broadcast. Each help request may differ 
significantly, however CUP shall follow the example broadcast as closely as possible: 


CUP: Broadcast Alert Tone 3. "All units, firefighter needs help, 700 World Way, firefighter 
needs help, 700 World Way, 2L303, 2T11 and 2L20 respond." 


Unit: 2T11, ETA 5 minutes. 
Unit: 2L303, ETA 5 minutes. 
Supv: 2L20, ETA 3 minutes. 


CUP: “2T11, 2L303, and 2L20 rodger. 2L303, respond Code 3 All units, all units, frequency is 
on standby for emergency traffic only until a Code 4 is given. 


Firefighter Needs Assistance. This call shall be broadcast when police assistance is required 
due to hostile crowd action or other incident. 


Communications Unit Responsibilities 

Upon receiving a firefighter needs assistance request from the Los Angeles Fire Department 
call, CUP shall dispatch one unit "Code Two" and other available units in the vicinity shall 
respond when practicable. 

Broadcast Procedures 

The following is an example of a firefighter needs assistance broadcast. Each assistance 
broadcast may differ significantly, however CUP shall follow the example broadcast as closely 
as possible: 


CUP: Broadcast Alert Tone 2. "All units, firefighter needs assistance, 500 World Way, 
firefighter needs assistance, 300 World Way. 3L605, respond to 300 World Way Code 2. 


Unit: 3L605, ETA 5 minutes. 

Back-up Unit Request. This call shall be broadcast by an officer when one additional unit is 
needed Code 2 at the scene of an incident to stand-by to provide possible assistance. The 
requesting officer shall include the location, followed by the officer's unit identification and all 
other pertinent information (i.e. “Any unit in the vicinity, 2F-91 is requesting a backup, 380 World 
Way). 


The request shall be canceled when, prior to the arrival of the assigned back-up unit, the 
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requesting officer determines that back-up units will not be needed. Note - A "Backup" request 
is a coded message and shall not be used for routine operational requests for additional units 
(i.e. - perimeter units, crowd/traffic control, etc). 


"Pursuit" Broadcast. Officers initiating a foot or vehicular "Pursuit" shall begin the transmission 


by giving their location, followed by their unit identification, description of pursued vehicle and/or 
suspects, direction taken, and reason for pursuit. The pursuing unit shall give frequent and 
comprehensive progress reports as conditions permit. 


Communications Unit shall advise all units on all frequencies that a "Pursuit" is in progress and 
clear the frequency for "Pursuit" transmissions or emergency calls (i.e. “All units on all 
frequencies stand by, 3L303 is in [foot/vehicular - specify which] pursuit”). Communications Unit 
shall give the location and direction of travel of the pursuit, suspect information, and broadcast 
any additional information, as it becomes available. An assigned field supervisor shall monitor 
information concerning the "Pursuit". 


Note - For further information on vehicular pursuit broadcast procedures, refer to Section 12/5.2. 


Code One. When a Communications dispatcher fails to receive an acknowledgement of a 
communication, a "Code One" shall be given. The unit to which a "Code One" is directed shall 
acknowledge immediately upon hearing a "Code One." 


Code Two. A radio call accompanied by a "Code Two" designation is an urgent call and shall be 
answered immediately. 


Officers responding to a "Code Two" radio call shall only be interrupted to perform police work 
of major importance or to respond to a higher priority radio call when so directed by 
Communications or field supervisor. The determination to interrupt an officer's response to a 
Code Two call should be based upon the comparative urgency and the risk to life and property 
of the assigned call and the intervening incident. Officers shall notify and request 
Communications immediately reassign their Code Two call when circumstances cause them to 
be interrupted from responding to the call. 


Officers responding to Code 2 calls shall adhere to all rules of the road. Officers shall not use 
emergency lights only when responding Code 2. Code 2 calls shall not be responded to with 
only emergency lights on or with emergency lights and siren. All rules of the road shall be 
adhered to. 


Code Three. A radio call accompanied by a "Code Three" designation is an emergency call. It 
shall be answered immediately, but only in a manner which will enable the unit to reach the 
scene quickly and safely. The red light and siren shall be used in accordance with the provisions 
of Sections 21055 and 21056 of the California Vehicle Code (Refer to Sections 12/5.2.A and 
12/7). 


“Code Three” Radio Calls 
Communications Unit Responsibilities 
Communications Units Personnel (CUP) shall broadcast Alert Tone One for approximately 4 


seconds and assign two mobile units and a supervisor to respond to the location. The primary 
unit shall be dispatched “Code Three”, the secondary unit and supervisor shall be dispatched 
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“Code Two”. 
Broadcast Procedures 
The following is an example of a “Code Three” Radio Call Broadcast: 


CUP: Alert Tone One, “3L303, 3L601, 3L20; 3L303, 3L601, 3L20, 211 Silent, Lot C Exit Booth 
97, 211 Silent, Lot C Exit Booth 97.” 


Unit: “3L303, ETA 3 minutes.” 

Unit: “3L601, ETA 5 minutes.” 

Supv: “3120, ETA 5 minutes.” 

CUP: (When all dispatched units acknowledge the call, broadcast the following) “3L303, 
3L601, and 3L20 roger. 3L303 respond Code 3, 3L601 and 3L20 respond Code 2. All 
units, frequency is on standby for emergencies only, the marker will not be used.” 

Unit: “3L303, Code 4.” 

CUP: “All units, Code 4, Lot C, Booth 97. Frequency is clear.” 

Officer Initiated “Code Three” Response 


Communications Unit Responsibilities 


When CUP receives notification from an officer that the officer is initiating a “Code Three” 
response, CUP shall: 


Broadcast Alert Tone One for approximately 4 seconds; 

Identify the responding unit; 

Broadcast that the unit is proceeding “Code Three;” 

Identify the starting point of the responding unit and the location the unit is responding to; 


Immediately notify the Watch Commander or first available supervisor of the “Code Three” 
response. 


In the event a unit with a shorter ETA acknowledges a “Code Three” call, CUP shall instruct the 
original responding unit to cancel the “Code Three” response. Upon acknowledging the 
cancellation, CUP shall instruct the unit with the closer ETA to respond “Code Three”. 
Broadcast Procedures 


The following is an example of an officer initiated “Code Three” response: 


Secondary Unit: “Control, 3L303 has a closer ETA.” 
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CUP: “3L303, roger. 3L202, 3L202, cancel Code 3 response, 3L303 has a 
closer ETA.” 

Primary Unit: “3L202, roger.” 

CUP: “3L303, 3L303, respond Code 3.” 


Secondary Unit 
(Now Primary Unit): “3L303, roger.” 


CUP: “All units, 3L303 responding Code 3 from 100 Lower Level to 700 Lower 
Level.” 


Other Emergency Vehicles in the Vicinity responding “Code Three” 


When CUP becomes aware that other emergency vehicles (i.e. - LAFD, LAPD, LAWA Police) 
are operating "Code Three" in the same general area as an LAWA Police unit responding “Code 
3,” CUP shall broadcast that other units are operating "Code Three" in the vicinity, identify them, 
and broadcast any other pertinent information, when possible. 


Code Four. When additional assistance is not needed at the scene of a call, a "Code Four," 
followed by the location of the call, as well as the nature of the Code Four (sufficient units, 
suspect in custody, etc) shall be broadcast. Officers not assigned to the call and not at the 
scene shall return to their assigned patrol area. 


Code Four Adam. When additional assistance is not needed but a suspect is still in the vicinity, 
a "Code Four Adam," shall be broadcast, followed by the location of the call and a description of 
the outstanding suspect. Officers not assigned to the call but en-route to the location shall patrol 
or post themselves at strategic points near the scene. 


Code Five. An officer conducting a "Stakeout" shall notify Communications of the location and 
request a "Code Five." The Communications operator shall immediately broadcast that there is 
a "Code Five" at the location. All officers shall avoid the vicinity except in an emergency or to 
respond to a call. When a stakeout is completed, the originating unit or last unit to leave the 
scene shall request Communications cancel the "Code Five" at the location. 

Code Six. When a unit is conducting an investigation and no assistance is needed, a "Code 
Six", followed by the location, shall be broadcast. Officers shall not broadcast "Code Six" until 
they arrive at the scene of a call. 

Officers on "Code Six" status shall remain available for reassignment to priority calls by 
monitoring their handsets. Officers may indicate to Communications additional circumstances 
which make them unavailable for reassignment to other calls, including: 

A suspecti(s) in custody; 

The primary unit at a crime scene; or, 

Required at a back-up, assistance, or help call. 


Note: Officers shall notify Communications when they are again available for radio calls. 
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Code Six Adam. When an officer may need assistance in conducting an investigation, a "Code 
Six Adam" shall be broadcast with the officer's location. Communications shall assign an 
additional unit to the requesting officer's location. When the requesting officer finds that 
assistance will not be needed, a "Code Four" and the location shall be broadcast. 


Code Six Charles. When a wants/warrants query on a person or vehicle returns with a felony or 
NCIC want or warrant, or if the person or vehicle returns as wanted, the Communications 
Operator shall: 


State the officer’s call sign and “Code 6 Charles indicated, verify your location.” 


When sworn officers receive a “Code Six Charles” they shall assume a position of advantage, 
reduce the volume on the radio handset if necessary and have control of the subject prior to 
advising the RTO to broadcast the return by transmitting their call sign and location, and 
indicate whether or not further assistance is needed. If no assistance is needed officers may 
request and receive the want/warrant information from Communications. 


Broadcast Procedures 

The following is an example of a "Code Six Charles" transmission to a sworn officer: 

CUP: "2F11, Code 6 Charles indicated, verify your location." 

Unit: "2F11, I'm Code 4, 200 lower level, no additional units needed. Go with your information" 
(if the officer requires no additional units). Or, Unit: "2F 11, 200 lower level, requesting 
one additional unit." (if an additional unit is needed) 

When non-sworn TCU officers receive a “Code Six Charles” they shall move away from the 

vicinity of the vehicle and wait for sworn officers to respond to the location. If an individual(s) 

returns to the vehicle, the TCU officer shall inform responding officers and broadcast a 

description of the individual(s). 


If the vehicle is driven away, the TCU officer shall inform responding officers and broadcast a 
vehicle description, number of individuals in the vehicle, and last known direction of travel. 


Code Six Mary. When a wants/warrants query on a person or vehicle returns with a 
misdemeanor want or warrant, the Communications Operator shall: 


State the officer’s call sign and “Code 6 Mary indicated, verify your location.” 

When sworn officers receive a “Code Six Mary” they shall assume a position of advantage, 
reduce the volume on the radio handset if necessary and have control of the subject prior to 
advising the RTO to broadcast the return by transmitting their call sign and location, and 
indicate whether or not further assistance is needed. If no assistance is needed officers may 
request and receive the want/warrant information from Communications. 

Broadcast Procedures 


The following is an example of a "Code Six Mary" transmission to a sworn officer: 


Manual of the Los Angeles World Airports Police 


18. 


19. 


20: 


roll 


CHAPTER XIII - Communications 


CUP: "2F11, Code 6 Mary indicated, verify your location." 


Unit: "2F11, I'm Code 4, 200 lower level, no additional units needed. Go with your information" 
(if the officer requires no additional units). Or, 


Unit: "2F11, 200 lower level, requesting one additional unit." (If an additional unit is needed.) 
When a wants/warrants query on a vehicle requested by a TCU officer impounding the vehicle 
returns with a misdemeanor want or warrant, the Communications Operator shall state the 
officer’s call sign and “Code 6 Mary indicated, verify your location.” The Communications 
Operator, upon verification of the officer’s location, shall dispatch a sworn officer to the location 
to stand by until the impound is completed. 

Code Seven. When an officer requests to go out of service for mealtime, a request for “Code 
Seven,” accompanied by the break location shall be transmitted to Communications. 
Communications shall instruct the officer to “Stand By” until it can be determined whether the 
request can be immediately granted. If the request cannot be granted, Communications shall 
instruct the officer to “Continue Patrol.” If the request is granted, Communications shall inform 
the unit “OK for Seven.” 


Code Eight. This call is broadcast when a fire has been reported at a specific location. 
Communications shall assign an officer to investigate the circumstances surrounding the fire. 


Code Nine. This call is broadcast for announcing End of-Watch to officers of the designated 
shift. 


Code Ten. This call is broadcast when a clear frequency is required to check a suspect for 
wants and/or warrants. When an officer requests a clear frequency to check a suspect for wants 
and/or warrants, the officer shall: 

Continuously maintain a position of advantage with the subject (s); 

Determine that the frequency is not in use; 


Give Communications his/her unit number; 


If not already done, advise Communications what kind of activity the officer is initiating (i.e. - 
Ped stop, vehicle stop, etc.); 


Note: Refer to Section 13/1.2.14. 
Give his/her location; and, 


Note: Officers responding as an additional unit or backup unit to the location shall not broadcast 
Code 6 until they have physically arrived on the scene with the primary officer. 


Request “Code Ten,” and state number of suspects to be checked. 
Use the following format for subject information: 


State as shown on Driver’s License/Identification; 
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Driver’s License or Identification number; 
Last name, first name, middle initial; 
Address, apartment number if available, city; 
Gender of subject; 

Race of subject; 

Hair color; 

Eye color; 

Height; 

Date of Birth of subject. 

Note - No social security number is needed to process this request. 
Broadcast Procedures 


The following is an example of a Code 10 broadcast. Each Code 10 broadcast may differ 
slightly, however CUP shall follow the example broadcast as closely as possible: 


Officer: “2F11, show me on a Ped Stop, lower level 100 World Way. Request a clear 
frequency to run a Code Ten (state number of subjects).” 


CUP: “All units stand by. 2F11, go with your Code Ten.” 

Officer: “California (or appropriate state) Driver's License #A1234567, last name Doe, 
first name Jane, address of (or subject resides at) 1234 Windsor Ave., (state 
apartment # if available), Los Angeles, female, white, brown, hazel, 5-7, 140, 
DOB 12,12, 40.” 

CUP: “2F11 roger. Frequency is clear.” 

Code Fourteen. This call is broadcast when a routine escort is required. 

Code Fifteen. When an officer requests to go out of service for a break, a request for “Code 

Fifteen,” followed by the location the break will be taken, shall be transmitted to 

Communications. 

Communications shall instruct the officer to “Stand By” until it can be determined whether the 

request can be immediately granted. If the request cannot be granted, Communications shall 

instruct the officer to “Continue Patrol.” If the request is granted, Communications shall inform 

the officer “OK for Fifteen”. 


Note: Refer to Section 3/5.12 for policy regarding Rest Periods. 
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Code Thirty. This call is broadcast when a silent burglar alarm has been reported to 
Communications by an alarm company. Communications shall assign two units in the vicinity to 
respond to the call for investigation. 


Code Thirty Adam. This call is broadcast when a silent burglar alarm has been reported to 
Communications by an alarm company and the location is being monitored audibly. 
Communications shall assign two units in the vicinity to respond to the call for investigation. If 
the location appears to be secure, officers shall ascertain, via Communications, whether the 
alarm company is monitoring any activity within the location. 


Code Thirty-Ringer. This call is broadcast when Communications receives information a ringing 
burglar alarm has been activated. Communications shall assign two units in the vicinity to 
respond to the call for investigation. 


Code Thirty-Seven. Communications personnel accessing vehicle want/warrant information 
shall broadcast a “Code Thirty-Seven indicated, verify your location and number of suspects” 
when stolen vehicle information returns on a vehicle license number run by an officer. If the 
officer confirms suspects in the vehicle, Communications shall immediately assign the closest 
available mobile unit to assist the officer, and give the officer’s last reported location. When the 
suspect(s) is in custody or additional assistance is not required, a “Code Four” shall be 
broadcast. 


Note: Communications shall broadcast “Code Six Charles” when a vehicle license number is 
connected with felony /armed and dangerous suspects, or a felony want or warrant. Example — 
a vehicle license number connected with an armed robbery would be broadcast as a “Code Six 
Charles”, NOT a “Code Thirty-Seven.” 


When non-sworn TCU officers receive a “Code Thirty-Seven” they shall move away from the 
vicinity of the vehicle and wait for sworn officers to respond to the location. 


If an individual(s) returns to the vehicle, the TCU officer shall inform responding officers and 
broadcast a description of the individual(s). 


Code 100. This code shall be broadcast by officers to notify other officers that a possible escape 
route of a suspect from a crime scene is under temporary surveillance. The term "Code 100" 
shall be broadcast in the following sequence: Officer's unit identification, "Code 100," and the 
location. 


Code Green. This call shall be broadcast by Communications when a screening station has 
activated the silent alarm. 


NOTE: When the screening station contacts the LAWA Police by telephone, the broadcast shall 
instead state the nature of the call given (i.e."12025 Screening Station 3"). 


Communications Unit Responsibilities 

Communications Units Personnel (CUP) shall broadcast Alert Tone Two for approximately 4 
seconds and assign one foot-beat, one mobile unit and a supervisor to respond to the location 
Code 2. 


Broadcast Procedures 
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The following is an example of a Code Green broadcast: 


CUP: 3F11, 3L601, 3L20, 3F11, 3L601, 3L20, Code Green, Terminal 1 Screening, Code 
Green, Terminal 1 Screening, incident #99-99999. 


Unit: 3F11, 3 minute ETA. 

Unit: 3L601, 1 minute ETA. 

Supv: 3L20, 2 minute ETA. 

When all dispatched units acknowledge the call, broadcast the following: 


CUP: “All units, frequency is on standby for emergencies only.” Activate the channel 
marker. 


Once a Code 4 is broadcast by one of the dispatched units, deactivate the channel marker and 
broadcast the following: 


CUP: “All units, Code 4 Terminal 1 Screening, frequency is clear. 

Alert 1. This is a notification given by the FAA control tower via the “blue” telephone alert system 
to Communications concerning a possible overwater emergency. Communications personnel 
answering the “blue” telephone shall listen and write down the information given by tower 
personnel. 

Communications Unit Responsibilities 

Communications Unit Personnel (CUP) assigned to RTO Position # 2 are responsible for the 
receiving and broadcasting of Alert 1 calls through completion of the incident. The Multi-Select 
for all 4 LAWA frequencies shall be activated, and the Alert 3 button depressed for 
approximately 4 seconds. CUP shall dispatch a mobile unit (L202 on north-side, 3L404 on the 
south-side), a supervisor and Operations 44 Code 2, and broadcast all the information received 
from the Tower, Including: 

Aircraft identification and type 

Nature of emergency 

Fuel remaining in pounds or gallons 

Number of persons on board 

Estimated time of arrival and runway assignment 

Type, amount and location of dangerous cargo/goods aboard. 


Watch Commander Responsibilities 


The Watch Commander shall: 


Manual of the Los Angeles World Airports Police 


31. 


CHAPTER XIII - Communications 


Identify the on-duty Mobile Command Post drivers and have one respond to the station and 
stand by for possible mobilization. 


Assign an additional supervisor as a liaison to other Federal, State, or local agencies involved in 
the incident. 


Broadcast Procedures 
The following is an example of an Alert 1 broadcast: 


CUP: All units on all frequencies stand by, Alert 1 in progress. 3L202, 3L20, OPS 44, 3L202, 
3L20, OPS 44, Alert 1, landing 24L, Alert 1, landing 24L, TWA 123, DC10, hydraulic 
failure, 100 souls onboard, 23,000 Ibs. of fuel, 10 minute ETA. 3L202, 3L20, OPS 44 
respond Code 2. 


Unit: 3L202, ETA 2 minutes. 
Supv: 3L20, ETA 3 minutes. 
OPS: OPS 44 copy. 


CUP: (When all dispatched units acknowledge the call, broadcast the following) “3L202, 3L20, 
OPS 44, switch to frequency 2, all units frequency 2 is on standby for emergencies only.” 
(Release the Multi-Select and activate the Channel Marker on frequency 2). 


CUP: (Once OPS 44 secures the Alert and gives the N # and gate assignment, press Multi- 
Select and broadcast the following) “All units, Alert 1 secure, all units Alert 1 secure, 
frequency 2 is clear. Return radio to frequency 2.” 


Alert 2. This is a notification given by the FAA control tower via the “red” telephone alert system 
to Communications indicating an aircraft approaching the airport is in major difficulty. 
Communications personnel answering the “red” telephone shall listen and write down the 
information given by tower personnel. 


Communications Unit Responsibilities 

Communications Unit Personnel (CUP) assigned to RTO Position # 2 are responsible for the 
receiving and broadcasting of Alert 2 calls through completion of the incident. The Multi-Select 
for all 4 LAWA frequencies shall be activated, and the Alert 2 button depressed for 
approximately 4 seconds. CUP shall dispatch a mobile unit (L202 on north side, 3L404 on the 
south side), a supervisor and Operations 44 Code 2, and broadcast all the information received 
from the Tower, Including: 

Aircraft identification and type 

Nature of emergency 

Fuel remaining in pounds or gallons 


Number of persons on board 
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Estimated time of arrival and runway assignment 

Type, amount and location of dangerous cargo/goods aboard 

Broadcast Procedures 

The following is an example of an Alert 2 broadcast: 

CUP: All units on all frequencies stand by, Alert 2 in progress. 3L202, 3L20, OPS 44, 3L202, 
3L20, OPS 44, Alert 2, landing 24L, Alert 2, TWA 123, DC10, hydraulic failure, 23,000 
lbs. of fuel, 100 souls onboard, 10 minute ETA, landing 24L. 3L202, 3L20, OPS 44 
respond Code 2. 

Unit: 3L202, ETA 2 minutes. 

Supv: 3L20, ETA 3 minutes. 

OPS: OPS 44 copy. 

When all dispatched units acknowledge the call, broadcast the following: 

CUP: “3L202, 3L20, OPS 44, switch to frequency 2, all units frequency 2 is on standby for 
emergencies only.” (Release the Multi-Select and activate the Channel Marker on 


frequency 2). 


Once OPS 44 secures the Alert and gives the N # and gate assignment, press Multi-Select and 
broadcast the following: 


CUP: “All units, Alert 2 secure, all units Alert 2 secure, frequency 2 is clear. Return radio to 
frequency 2.” 


Alert 3. This is a notification given by the FAA control tower via the “red” telephone alert system 
to Communications indicating an aircraft has been involved in an accident on or near the airport. 
Communications personnel answering the “red” telephone shall listen and write down the 
information given by tower personnel. 


Communications Unit Responsibilities 

Communications Unit Personnel (CUP) assigned to RTO Position # 2 are responsible for the 
receiving and broadcasting of Alert 3 calls through completion of the incident. The Multi-Select 
for all 4 LAWA frequencies shall be activated, and the Alert 3 button depressed for 
approximately 4 seconds. CUP shall dispatch a mobile unit (8L202 on north side, 3L404 on the 
south side) Code 3, a supervisor and Operations 44 Code 2, and broadcast all the information 
received from the Tower, Including: 

Aircraft identification and type 

Nature of emergency 


Fuel remaining in pounds or gallons 
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Number of persons on board 

Estimated time of arrival and runway assignment 

Type, amount and location of dangerous cargo/goods aboard 

Broadcast Procedures 

The following is an example of an Alert 3 broadcast: 

CUP: All units on all frequencies stand by, Alert 3 in progress. 3L404, 3L40, OPS 44, 3L404, 
3L40, OPS 44, Alert 3, landing 25L, Alert 3, TWA 123, DC10, hydraulic failure, 23,000 
los. of fuel, 100 souls onboard, 10 minute ETA, landing 25L. 3L404 respond Code 3, 
3L40, OPS 44 respond Code 2. 

Unit: 3L404, ETA 2 minutes. 

Supv: 3L40, ETA 3 minutes. 

OPS: OPS 44 copy. 

When all dispatched units acknowledge the call, broadcast the following: 

CUP: “3L404, 3L40, OPS 44, switch to frequency 2, all units frequency 2 is on standby for 
emergencies only.” (Release the Multi-Select and activate the Channel Marker on 


frequency 2). 


Once OPS 44 secures the Alert and gives the N # and gate assignment, press Multi-Select and 
broadcast the following: 


CUP: “All units, Alert 3 secure, all units Alert 3 secure, frequency 2 is clear. Return radio to 
frequency 2.” 


Code Red. This call shall be broadcast by Communications when an unauthorized person or 
vehicle is able to get through a security access post and enter the Air Operations Area. 


Security Access Post Officer 

The security officer assigned to the access post shall immediately activate the covert alarm and 
make a "Code Red" radio broadcast of the situation on the LAWA Police radio frequency (Freq. 
#1) to Communications Unit. The broadcast shall include: 

Location of occurrence; 

Time of occurrence; 


Description of the suspect's vehicle; 


Description of the suspect(s); 
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Last known direction of travel; 

Any other pertinent information. 

Communications Unit 

The Communications Operator shall immediately: 
Broadcast Alert Tone One on all frequencies; 


Assign two (2) mobile units, one (1) PSS supervisor and one (1) SACU supervisor to respond 
and investigate; 


Broadcast the information received from the reporting officer, including all the following: 
Location of occurrence; 

Time of Occurrence; 

Vehicle description (color, year, make, model, license) and any other significant information; 
Note: If no vehicle used, use suspects description instead. 

Last known direction of travel; 


Suspect information (race, sex, age, height, hair color and style, eye color, facial hair, type of 
clothing worn; 


Any weapon(s) used or observed; 
Any other pertinent information; 


Contact and advise Operations 44 of the unauthorized access and request he/she respond to 
assist; 


Frequency 1 shall be placed on standby, emergency traffic only, until a Code 4 is given. 
Broadcast Procedures 


Below is an example of a Code Red broadcast which shall be simulcast on DOA frequencies 1, 
2, and 4: 


CUP: Broadcast Alert Tone One, “2L404, 2L505, 2L40, Ops.44 and 2P40, 2L404, 2L505, 
2L40, Ops.44 and 2P40 Code Red, Post 2. Approximately 2 minutes ago a red, 1995 
Chevy, Caprice, Cal. Lic. ABC 123 trespassed on the AOA, last seen heading westbound 
on service road Charlie. Driver described as a Hispanic male, 30 years, 5'-10", brown 
hair (collar length), brown eyes, clean shaven, blue jacket, brown shirt, brown pants, and 
tennis shoes. 


Note - If any type of weapon was used or displayed, it would be described at this time 
along with any other pertinent information. 
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Unit: 2L404, 3 minute ETA. 

Unit: 2L505, 4 minute ETA. 

Supv: 2L40, 4 minute ETA. 

Supv: 2P40, 5 minute ETA. 

When all dispatched units acknowledge the call, broadcast the following: 

CUP: All units, frequency is on standby for emergencies only. Activate the channel marker. 


Once a Code 4 is broadcast by one of the dispatched units, deactivate the channel marker and 
broadcast the following: 


CUP: All units, Code 4 Post 2, frequency is clear. 


V-Net Alarm. This call shall be broadcast by Communications when screening personnel 
activate this alarm system at the passenger screening point. 


Communications Unit Responsibilities 

Communications Units Personnel (CUP) shall broadcast Alert Tone Two for approximately 4 
seconds and assign one foot beat, one mobile unit and a supervisor to respond to the location 
Code. 

Broadcast Procedures 


The following is an example of a V-NET Alarm broadcast: 


CUP: 3F71, 3L605, 3L40, 3F71, 3L605, 3L40, VNET Alarm activation, Terminal 8 Screening, 
V-NET Alarm activation, Terminal 8 Screening, incident #99-99999. 


Unit: 3F71, 3 minute ETA. 

Unit: 3L605, 1 minute ETA. 

Supv: 3L40, 2 minute ETA. 

When all dispatched units acknowledge the call, broadcast the following: 

CUP: All units, frequency is on standby for emergencies only. Activate the channel marker. 


Once a Code 4 is broadcast by one of the dispatched units, deactivate the channel marker and 
broadcast the following: 


CUP: All units, Code 4 Terminal 8 Screening, frequency is clear. 


211 Silent/V-NET Alarm (Parking Lot Booth). When Communications Unit receives a covert 


alarm or a VNet Alarm from a parking lot booth or the money room, the call shall be coded and 
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broadcast as a 211 Silent. 

Communications Unit Responsibilities 

Communications Units Personnel (CUP) shall broadcast Alert Tone One for approximately 4 
seconds and assign two mobile units and a supervisor to respond to the location. The primary 
unit shall be dispatched Code 3, the secondary unit and supervisor shall be dispatched Code 2. 
Broadcast Procedures 


The following is an example of a 211 Silent Broadcast: 


CUP: Alert Tone One, “3L303, 3L601, 3L20; 3L303, 3L601, 3L20, 211 Silent, Lot C Exit Booth 
97, 211 Silent, Lot C Exit Booth 97. 


Unit: “3L303, ETA 3 minutes.” 

Unit: “3L601, ETA 5 minutes.” 

Supv: “3L20, ETA 5 minutes. 

CUP: (When all dispatched units acknowledge the call, broadcast the following) “3L303, 
3L601, and 3L20 rodger. 3L303 respond Code 3, 3L601 and 3L20 respond Code 2. All 
units, frequency is on standby for emergencies only, the marker will not be used.” 

Unit: “3L303, Code 4. 

CUP: “All units, Code 4, Lot C, Booth 97. Frequency is clear.” 


Improvised Explosive Device (IED). This call shall be broadcast by Communications Unit when 
a Call is received from screening personnel advising of possible IED. 


Communications Unit Responsibilities 

Communications Units Personnel (CUP) shall broadcast Alert Tone Two for approximately 4 
seconds and assign one foot beat, one mobile unit and a supervisor to respond to the location 
Code 2. 

Broadcast Procedures 


The following is an example of a Possible IED broadcast: 


CUP: 3F21, 3L303, 3L20, 3F21, 3L303, 3L20, possible IED, Terminal 2 screening, 
possiblelED, Terminal 2 screening, incident #99-99999. 


Unit: 3F71, 3 minute ETA. 
Unit: 3L605, 1 minute ETA. 


Supv: 3L40, 2 minute ETA. 
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When all dispatched units acknowledge the call, broadcast the following: 
CUP: All units, frequency is on standby for emergencies only. Activate the channel marker. 


Once a Code 4 is broadcast by one of the dispatched units, deactivate the channel marker and 
broadcast the following: 


CUP: All units, Code 4 Terminal 1 Screening, frequency is clear. 


12020/12025. This call shall be broadcast by Communications Unit when a call is received from 
screening personnel advising of a possible weapon or firearm at the screening station. 


Note: A 12020 call shall be broadcast whenever a weapon other than a firearm is discovered by 
screening personnel. 


Communications Unit Responsibilities 

Communications Units Personnel (CUP) shall broadcast Alert Tone Two for approximately 4 
seconds and assign one foot beat, one mobile unit and a supervisor to respond to the location 
Code 2. 

Broadcast Procedures 


The following is an example of a 12020 or a 12025 broadcast: 


CUP: 3F91, 3L601, 3L20, 3F91, 3L601, 3L20, 12020, TBIT South Screening, 12020, TBIT 
South Screening, incident #99-99999. 


Unit: 3F91, 3 minute ETA. 

Unit: 3L601, 1 minute ETA. 

Supv: 3L20, 2 minute ETA. 

When all dispatched units acknowledge the call, broadcast the following: 

CUP: All units, frequency is on standby for emergencies only. Activate the channel marker. 


Once a Code 4 is broadcast by one of the dispatched units, deactivate the channel marker and 
broadcast the following: 


CUP: All units, Code 4 TBIT South Screening, frequency is clear. 

Explosive Trace Detection Device (ETD). This call shall be broadcast by Communications when 
a call is received from screening personnel advising that an Explosive Trace Detection Device 
alarm activated while screening a passenger's bag, and the bag’s owner has left the screening 
area or that a possible |.E.D. has been found. 


Note: If an |.E.D. is discovered, Communications Unit Personnel shall follow dispatching 
procedures as outlined in Section 13/1.2.C.37. 
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Communications Unit Responsibilities 

Communications Unit Personnel (CUP) shall first obtain a description of the bag’s owner and 

last known direction of travel, then broadcast Alert Tone Two for approximately 4 seconds and 

assign one foot beat, one mobile unit and a supervisor to respond to the location Code 2. 

Broadcast Procedures 

The following is an example of an Explosive Trace Detection Device broadcast: 

CUP: 2F31, 3L701, 2L20, 2F31, 3L701, 2L20, E.T.D. alarm, 300 Screening, E.T.D. alarm, 300 
Screening. Owner of the bag left 300 screening, described as a male, white, 5-9, 180, 
wearing blue jeans, white T-shirt, no further, last scene walking eastbound towards 200 
upper level, incident #99-99999. 

Unit: 2F31, 2 minute ETA. 

Unit: 2F701, 1 minute ETA. 

Supv: 2L20, 2 minute ETA. 

When all dispatched units acknowledge the call, broadcast the following: 


CUP: All units, frequency is on standby for emergencies only. Activate the channel marker. 


Once a Code 4 is broadcast by one of the dispatched units, deactivate the channel marker and 
broadcast the following: 


CUP: All units, Code 4 300 screening, frequency is clear. 

Traffic Collision (T/C) Investigation. This call shall be broadcast by Communications when a 
report is received concerning a traffic collision in the Central Terminal Area or any street 
bordering the perimeter of the airport. 


Communications Unit Responsibilities 


Communications Unit Personnel (CUP) shall ask the reporting party if anyone appears injured, 
and the number of vehicles involved. 


If injuries are reported, LAFD shall be contacted and requested to respond to the accident 
location. A mobile unit shall be dispatched to the location Code 2 and advised of possible 
injuries involved. 

If City Property is involved; the responding unit shall be notified. 

If the collision occurred on the AOA, Ops 44 shall be notified. 


Broadcast Procedures 


The following is an example of a Traffic Collision (T/C) Investigation broadcast: 
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CUP: 2L202, 2L202, T/C investigation, 6300 block, Imperial Highway. 2L202, respond Code 2. 
Unit: 2L202, 3 minute ETA. 


The responding unit shall ascertain the situation and advise Communications of the call status 
as soon as possible. 


ACAMS Door Forced Open Alarm. This call shall be broadcast whenever an ACAMS controlled 
alarm door is forced open. PSS units 808 and 909 are the primary responders to these types of 
calls, with any available PSS unit as a secondary responder if both 808 and 909 are 
unavailable. 

Communications Unit Responsibilities 

Communications Unit Personnel (CUP) shall broadcast Alert Tone Two for approximately 4 
seconds and assign one foot beat and one mobile unit to respond to the location Code 2. The 
responding mobile unit shall be directed to respond to the location from the ramp side of the Air 
Operations Area. 

Broadcast Procedures 

The following is an example of a Door Forced Open Alarm broadcast: 


CUP: 3L808, 3L808 door forced open, door 234, near Gate 55. 3L808, respond ramp side to 
the location Code 2, incident #99-99999. 


Unit: 3L808 ETA 5 minutes. 
When all dispatched units acknowledge the call, broadcast the following: 
CUP: All units, frequency is on standby for emergencies only. Activate the channel marker. 


Once a Code 4 is broadcast by one of the dispatched units, deactivate the channel marker and 
broadcast the following: 


CUP: All units, Code 4, door 234, Code 4, door 234 frequency is clear. 

Door Held Open Alarm. This call shall be broadcast whenever an ACAMS controlled alarm door 
remains open beyond the authorized time limit. PSS units 808 and 909 are the primary 
responders to these types of calls, with any available PSS unit as a secondary responder if both 
808 and 909 are unavailable. 

Communications Unit Responsibilities 


Communications Unit Personnel (CUP) shall assign 808 or 909 to respond to the location of the 
alarm. 


Broadcast Procedures 


The following is an example of a Door Held Open Alarm broadcast: 
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CUP: 2L909, 2L909, door held open, door 358, near Gate 37, incident #99-99999. 

Unit: 2L909, 3 minute ETA. 

ACAMS Duress Alarm. This call shall be broadcast when a duress code is used on any ACAMS 
controlled door card reader by an authorized person who was forced to open a security door by 
an unauthorized person. 

Communications Unit Responsibilities 

Communications Unit Personnel (CUP) shall broadcast Alert Tone Two for approximately 4 
seconds and assign one mobile unit (L202 on north side, L303 on the south side), one foot beat, 
a supervisor and an Operations Superintendent Code 2. 

Broadcast Procedures 


The following is an example of an ACAMS Duress Alarm broadcast: 


CUP: “3F41, 3L303, 3L40, Ops 44, 3F41, 3L303, 3L40, Ops 44, ACAMS duress alarm, door 
458, near Gate 46A. 3L303, 3F41 and 3L40 respond Code 2, incident #99-99999. 


Unit: 3F41, ETA 3 minutes. 

Unit: 3L303, ETA 5 minutes. 

Unit: 3L40, ETA 3 minutes. 

Ops: Ops 44 responding. 

When all dispatched units acknowledge the call, broadcast the following: 

CUP: All units, frequency is on standby for emergencies only. Activate the channel marker. 


Once a Code 4 is broadcast by one of the dispatched units, deactivate the channel marker and 
broadcast the following: 


CUP: All units, Code 4, door 458, frequency is clear, return radio to frequency one. 
Vehicle Stop Broadcast Procedures 


Whenever an officer performs a vehicle stop, the officer shall contact Communications Unit by 
radio and give the following information: 


Inform Communications that he/she is performing a vehicle stop; 


The state and license plate number of the vehicle being stopped. If no license plate is visible, 
state "No plates." 


Location and direction of the vehicle stop (can be the address of the building directly in front of 
the vehicle stop or if no address the street and nearest cross street). 
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Note: Officers shall not transmit vehicle stops on their MDS. 

The Communications Unit operator, upon receiving the vehicle stop broadcast, shall: 
Acknowledge receipt of the broadcast; 

Repeat the vehicle license plate information and location of the vehicle stop. 

The following is an example of a vehicle stop broadcast: 


Unit: 2L101, vehicle stop, California license number ABC123, 100 World Way westbound, 
lower level. 


CUP: Roger. 2L101, | show you on a vehicle stop, 100 World Way westbound, on California 
license number ABC123. 


Upon conclusion of the vehicle stop, the involved officer shall broadcast the following: 


Unit: 2L101, show me clear of the vehicle stop, (give the disposition of the vehicle stop, i.e. - 
one cite issued, warning given, etc.). 


CUP: 2L101 show you clear. You event number is 00-00000. 
Note: Officers shall not clear a vehicle stop on their Mobile Dispatch System (MDS). 
Pedestrian Stop Broadcast Procedures 


Whenever an officer performs a pedestrian stop, the officer shall contact Communications Unit 
by radio and give the following information: 


Inform Communications that he/she is performing a Ped (pedestrian) stop; 
Give the number of individuals being stopped; 


Location of the stop (can be the address of the building directly in front of the pedestrian stop or 
if no address the street and nearest cross street). 


Note: Officers shall not transmit pedestrian stops on their MDS. 

The Communications Unit operator, upon receiving the pedestrian stop broadcast, shall: 
Acknowledge receipt of the broadcast; 

Repeat the number of individuals being stopped and location of the pedestrian stop. 

The following is an example of a pedestrian stop broadcast: 

Unit: 1F31, Ped stop on one subject, 300 World Way, TWA Ticketing, Position 2. 

CUP: Roger. 1F31, | show you on a ped stop, one subject, 300 World Way, TWA Ticketing, 


Position 2. 
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Upon conclusion of the pedestrian stop, the involved officer shall broadcast the following: 


Unit: 1F31, show me clear of the ped stop, (give the disposition of the ped stop, i.e. - F.I.'ed 
and advised, etc.). 


CUP: 1F31, show you clear. Your event number is 00-00000. 

Note: Officers shall not clear a pedestrian stop on their MDS. 

Initial Crime Broadcasts 

Policy 

To enhance suspect apprehension, LAWA Police officers shall transmit an initial crime 
broadcast whenever suspect information is received during the preliminary investigation of a 
crime. Time between actual occurrence of the crime and the officer's arrival to interview the 
victim shall be taken into consideration prior to the crime broadcast. The initial crime broadcast 


shall be transmitted prior to the completion of any crime report. 


Supplemental crime broadcasts shall be transmitted upon receiving additional suspect 
information. 


Procedure 

Initial Crime Broadcast 

Officers initiating a crime broadcast shall: 

Contact Communications and request a clear frequency for a crime broadcast; 


Wait for Communications to clear the frequency, and request the officer to go ahead with the 
crime broadcast transmission; and, 


The following information shall be transmitted to Communications without delay: 
Type of crime; 

Occurred _————_—s minutes ago; 

Location of occurrence; 

Vehicle used (or left on foot); 

Direction taken by suspect; 

Number, sex and race of suspect(s); 

Outstanding features (facial hair, skin tone, and physical build); 


Clothing worn (type, color, if known); 
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Weapon(s) used; and, 

Type of property taken. 

Communications shall then rebroadcast the information on all frequencies utilizing the same 
format listed above. Frequency and duration of re-broadcasts shall be determined by the On- 
Duty Watch Commander. 


Supplemental Broadcasts 


Following the initial crime broadcast, any supplemental information obtained from the victim(s) 
or witness (es) shall be relayed to Communications, including: 


A detailed description of the suspect(s) involved; 
Property taken; and, 
Any other pertinent information. 


Communications shall then rebroadcast the information on all frequencies. Frequency and 
duration of rebroadcasts shall be determined by the On-Duty Watch Commander. 


Medical Emergency Broadcast Procedures 


Whenever an LAWA Police employee observes or is informed of a possible medical emergency, 
the employee shall: 


Attempt to locate the individual; 

When located, attempt to ascertain: 

The type, location and severity of the injury; 

The person's age; 

If the person is conscious or unconscious; 

If the person is breathing. 

Request an RA respond to the location, and give the preceding information to Communications. 


Note: If the employee begins to administer CPR to the person, Communications shall 
immediately be notified. 


The Communications Unit Operator, upon receiving the medical emergency broadcast shall: 
Acknowledge receipt of the broadcast; 


Contact LAFD Dispatch and repeat the person's information to LAFD's dispatcher. 
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If the involved employee is a civilian employee, an LAWA Police officer shall be dispatched to 
the location to complete a Rescue Follow-up Report. 


The following is an example of a medical emergency broadcast: 

Unit: 1F11, | have a man down at 100 World Way, Northwest Ticketing, Position 3. He is 
breathing, unconscious, appears to be approximately 50 years, and has no visible signs 
of injury. Requesting an RA unit to this location. 


CUP: Roger, 1F11, | show you on a man down, 100 World Way, Northwest Ticketing, Position 
oe 


At the conclusion of the incident, the involved officer shall broadcast the following: 


Unit: 1F11, show me clear of the call (Give the disposition of the call, i.e. — subject 
transported, subject told to consult private physician, etc.), report to follow. 


CUP: Roger 1F11, show you clear. Your event 
Amber Alerts 

Procedures 

Child Abduction Investigation 


Whenever a LAWA Police officer becomes aware of a child abduction, and determines that the 
abduction meets the Amber Alert criteria, the officer shall: 


Contact the Watch Commander or designee; 
Request a clear frequency and issue a "Missing Person" broadcast; 
Request LAPD respond to the location for reporting purposes. 


LAPD shall be responsible for completion of the Missing Person Report and issuance of the 
Amber Alert. 


Communications Unit shall continue to broadcast the missing person information every thirty- 
(30) minutes until the person is located or the alert is cancelled. 


Amber Alert Notification 
Communications Unit - Responsibility 


Upon receipt of an Amber Alert notification, Communication Unit personnel shall broadcast the 
information to all LAWA Police personnel. 


Broadcast Procedures 


When Communications Unit receives an Amber Alert notification, Communications Unit shall: 
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° Immediately Broadcast Alert Tone 1. 


° Broadcast on Frequencies 1 and 2, "All units stand by for Amber Alert," then broadcast the 
Amber Alert information. 


° Continue to broadcast the Amber Alert information every thirty- (30) minutes until the alert is 
cancelled. 


48. Code George 
Whenever an NCIC response to a Code 10 returns with gang affiliation information, 
Communications Unit shall broadcast "Code George on your subject" to inform the 
requesting officer that his/her subject may be a member of a criminal gang. 


This information is being provided for officer safety only and shall not be used as probable 
cause or the basis for an arrest, or search and seizure of any individual, vehicle or dwelling. 


Any officer requiring further information may run a report on the MDC or request 
Communications to have the report printed at the station for pickup. 


49. Code Sam 


This call shall be broadcast whenever a vehicle fails to stop at an Operation Safe Entry vehicle 
checkpoint. 


Call/Description: 
Code Blue (AED Cabinet Activation) 
This call is generated whenever an AED (Automated External Defibrillator) cabinet is activated. 


Alert Tone Number of Officers/Supervisors to Dispatch Channel Marker? 
No 1 Foot beat unit No 


Broadcast Exemplar 
CIR: 3F93, 3F93, Code Blue, 380 lower level men’s restroom AED cabinet TA-3, no answer on 


the line incident 08-098823. Unit: 3F93, roger. 


Notifications 
LAFD Dispatch (213) 485-6180 (for emergencies only) 
LAFD EMS 4 (310) 665-0399 (to replace or serviceAED cabinet) 


LAWA AED Duty Mgr (aed@lawa.org) 


Related Calls or additional information 

- If there is no one on the line, enter "no answer on the line’ into the supplement of the incident and 
advise the officer. 

- If there is someone on the line, ask what is your emergency and where is the patient. Inquire if 
the victim is requesting paramedics. Enter all information into the supplement of the call. 

- You may add RFU (rescue follow up) or INJRPT (injury report) as the secondary event class if it_ 
applies. 

- Refer to the AED Cabinet Location List for a list of all AED cabinets in each terminal it includes 
the exact location and the corresponding phone number. 

-See Directive #04-32 for further information on how to operate an AED. 


E. Miscellaneous Codes 
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Bravo Tango. Designation for a possible Bomb Threat call. 
Hotel Juliet. Designation for a possible Hijack of aircraft call. 
|.E.D. Designation for Improvised Explosive Device. 

D.U.I. Designation for Driving Under the Influence. 

King Units. Designation for L.A.P.D. Bomb Squad. 

211. Robbery. 

314. Indecent exposure. 

390M. Drunk male. 

390W. Drunk female. 

415. Disturbing the peace. 

459. Burglary. 

484. Theft. 

484PS. Purse Snatching. 

487. Grand Theft. 

586. Illegally parked vehicle. 

5150. Designation for possible mentally disturbed person. 
Roger. Message received; will comply. 

Come In. Acknowledge that Communications is calling you. 
Stand By. Do not transmit. 

Go Ahead. Transmit your message. 

Say Again. Repeat your message. 

Clear. No calls outstanding against unit; available for call. 


Note: When reporting on-duty, officers engaged in either uniformed or plainclothes patrol shall 
report "Clear" and indicate the watch to which they are assigned. 


Want/Warrant Check. A request by an officer for information as to whether a subject or vehicle 
is wanted, is to be held for investigation, or has an outstanding warrant. 
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Note: When requesting a want/warrant check on a subject, officers shall inform Communications 
whether the subject is an adult or juvenile. 


24. No Want. No want or hold on subject of vehicle of inquiry. 

25. DMV Information. Information regarding vehicle registration and legal ownership. 

26. EOW. Officer has completed a normal tour of duty. 
Note: When an officer works beyond normal tour of duty, Communication shall be notified that 
the officer is "End of Watch" and the watch the officer is assigned to. 

27. Affirmative. When an officer confirms the contents of a radio transmission. 

28. Negative. When an officer does not confirm receiving a radio transmission. 

F; Call Sign Designations 
LAWA/LAX 

1. Command Staff Unit Designations 
The Chief of Airport Police, the Deputy Chief and the Assistant Chiefs shall be identified by the 
word "Staff" followed by their Staff number for broadcasting purposes. When utilizing the CAD 
system Staff personnel shall log onto the system using their respective Staff designation 
number, the unit designation STAFF and repeat their respective Staff designation number. 
Commanding officer units shall be identified by the word "Commander " followed by the number 
of their respective Section for broadcasting purposes. When utilizing the CAD system Command 
staff personnel shall log onto the system using their respective Section designation number, the 
unit designation COMM and repeat their respective Section designation number. 

CALL SIGN CAD SYSTEM COMMAND STAFF MEMBER 

STAFF 1 1 STAFF 1 Chief of Airport Police 

STAFF 2 2 STAFF 2 Deputy Chief of Airport Police 

STAFF 3 3 STAFF 3 Assistant Chief, Office of Operations 

STAFF 4 4 STAFF 4 Assistant Chief, Office of Homeland Security 

COMMANDER 2 2 COMM 2 Commanding Officer, Professional Standards Section 

COMMANDER 3 3 COMM 3 Commanding Officer, Patrol Services Section 

COMMANDER 4 4 COMM 4 Commanding Officer, Field Support Section 

COMMANDER 5 5 COMM 5 Commanding Officer, Traffic and Security Services Section 

COMMANDER 6 6 COMM 6 Commanding Officer, LAWA-VNY LAWA-PMD 

COMMANDER 7 7 COMM 7 Commanding Officer, LAWA-ONT 

2. Watch Designation Numbers 
1=AM 2 = Day 3 = PM 

3. Unit Identification Letters 


The following letters indicate the type of unit officers may be assigned to work: 
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Two Officer mobile patrol unit1 

Officer assigned to the Bicycle Patrol Unit 

Security Officer assigned to Traffic Control Unit (TCU) 

Officer assigned to the Canine Unit 

Officer assigned to Ground Transportation Enforcement Unit 
Officer assigned to VNET, CSI, CSU, Emergency Planning and Coordination Unit or the 
Emergency Planning Cadre 

Officer assigned to Uniformed foot-beat patrol 

Officer assigned to Investigations Unit 

Officer assigned to Dignitary Protection Unit 

Officer assigned to Intelligence Unit 

One officer mobile patrol unit 

Officer assigned to Motors Unit 

Officer assigned to a Movie Detail 

Officer assigned to the Operations Center 

Observation post assignment 

Security Access Control Unit (SACU) Supervisor 

SACU Security Officer assigned to a Security Access Post 
Officer assigned to a special event 

Officer assigned to Manchester/Belford Substation 

Sworn officer assigned to staff duties (i.e. — Training Unit, Range, Investigations and 
Selection Unit or Emergency Services Unit, etc.) 

Sworn officer assigned to traffic enforcement 

Sworn officer assigned to a reporting unit 

Officer assigned to Detective Liaison Detail 

Additional patrol unit in an assignment district 

Officer assigned to Vulnerability Assessment and Analysis Unit 
Officer assigned to a special problems detail 


Field Unit Designations 


Patrol Unit Designations - Patrol units shall be identified by the watch designation number, 
applicable unit letter, and a unit number corresponding to their assigned areas. 


101 - 102 Area One Street side Patrol Unit 
Officers assigned to the Field Training Program shall be designated as L-units. On the Daily 


Deployment Sheet, the Officer-In-Training (OIT) will be proceeded by "OIT," indicating that the 
L-unit is a training unit, not a two-officer mobile unit. 


103 - 104 North Side Terminal Ramp Patrol 


206 


Airfield Unit / Area Two Street Side Patrol 


207 - 208 CTA/ Area Two Street Side Patrol 


309-3 
313-3 


b. 


12 Area Three Cargo Facilities / Surface Street Patrol 
14 South Side Terminal Ramp Patrol 


Example: A one officer basic car assigned to North Side Terminal Ramp Patrol on PM watch 
would be designated "3 L-103". 


Foot Beat Designations - Foot patrols shall be identified by the watch designation number, the 
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unit letter "F" and a unit number corresponding to one of the numbered terminals in their 
assigned area, with the exception of 380 World Way. 


Fii1- 14 Foot beats assigned to 100 World Way 
F21 - 24 Foot beats assigned to 200 World Way 
F31 - 34 Foot beats assigned to 300 World Way 
F41 - 44 Foot beats assigned to 400 World Way 
F51 - 54 Foot beats assigned to 500 World Way 
F61 - 64 Foot beats assigned to 600 World Way 
F71 - 74 Foot beats assigned to 700/800 World Way 
F9Q1 - 94 Foot beats assigned to 380 World Way 


Example: A foot beat officer assigned to 400 World Way on the AM watch would be designated 
"1 -F-41". 


C. Sworn Traffic Unit Designations - Sworn traffic officers shall be identified by the watch 
designation number, the unit letter "T" and unit numbers corresponding to one of the numbered 
terminals in their assigned area, with the exception of 380 World Way. 


T15-19 Traffic units assigned to 100 World Way 
T25 - 29 Traffic units assigned to 200 World Way 
T35 - 39 Traffic units assigned to 300 World Way 
T45 - 49 Traffic units assigned to 400 World Way 
T55 - 59 Traffic units assigned to 500 World Way 
T65 - 69 Traffic units assigned to 600 World Way 
T75 - 79 Traffic units assigned to 700 World Way 
T95 - 99 Traffic units assigned to 380 World Way 


Example: A Sworn officer working traffic at 700 World Way on Day Watch would be designated 
"2-T-71". 


d. Traffic Control Unit Designations —Traffic Control Unit Officers shall be identified by the watch 
designation number, the unit letter "C" and unit numbers corresponding to one of the numbered 
terminals in their assigned area, with the exception of 380 World Way. 


C111-119 TCU assigned to 100 World Way 
C121-129 TCU assigned to 200 World Way 
C131-139 TCU assigned to 300 World Way 
C191-199 TCU assigned to 380 World Way 
C141-149 TCU assigned to 400 World Way 
C151-159 TCU assigned to 500 World Way 
C161-169 TCU assigned to 600 World Way 
C171-179 TCU assigned to 700 World Way 


Example: A Traffic Control Unit officer working traffic at 100 World Way on the PM Watch would 
be designated "3-C-111." 


5. Specialized Unit Designations 
Specialized units shall be identified by the Section designation number, unit letter and unit 


numbers. 
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Unit numbers for specialized units shall normally be two digits. The first digit of the unit 
designation number shall denote the Unit of assignment. 


Example: A VNET Unit officer would be designated "3E-73". Where the "3" denotes Patrol 
Services Section, the "E" denotes the VNET Unit and the "73" denotes the officer’s unit number. 


6. Staff Assignments 
Sworn officers assigned to non-uniformed staff assignments shall have the following call sign 
designations: 

2G11-19 Investigations and Selection Unit (including Internal Affairs Unit and Background 

Investigations Unit) 

2811-19 Professional Standards Section (excluding Investigations and Selection Unit) 

7. Supervisory Units 

a. Watch Commanders - Watch Commanders shall be identified by the watch designation number, 
the unit letter "L", and the unit number "10." 

b. Watch Supervisors - Watch supervisors shall be identified by the watch designation number, the 


unit letter "L", and a three digit number ending in "zZero” indicating which patrol area the 
supervisor is responsible for. 


L120 and L130 - Area One Sergeants 
L240 and L250 - Area Two Sergeants 
L360 and L370 - Area Three Sergeants 


Cc. 


1S20 
2510 
2520 
2830 
2540 
2G10 
2G20 
3010 
3020 
3R10 


Specialized Unit Supervisors - Supervisors, assigned to a specialized section or unit shall be 
identified by the Section designation number, unit letter and a unit number ending in "zero," 
exclusive of the numbers "10" and "90." 


Unit Heads and Administrative Staff personnel — Unit Heads (sworn and civilian) and 
Administrative staff shall be identified by the Section designation number, unit letter and unit 
number "10." 


Below is a list of the Unit Heads, Administrative Staff, and Specialized Unit Supervisor call 
signs: 


Adjutant, Office of the Chief of Airport Police/ Public Information Officer 
Unit Head, Training Unit 

Supervisor, Training Unit 

Supervisor, Manuals and OrdersUnit 

Supervisor, Force Unit 

Unit Head, Investigations and Selection Unit 

Supervisor, Investigations and Selection Unit 

O.1.C., Operations Center 

Supervisor, Operations Center 

O.1.C./Community Liaison Officer, Manchester/Belford Substation 
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Supervisor, Manchester/Belford Substation 
Assistant Commander, Patrol Services Section 
Adjutant, Patrol Services Section 

Adjutant, Deputy Chief 

Field Training Program Administrator 
Supervisor, Crime Suppression Unit 
Supervisor, Crime Scene Investigation Unit 


3BIKE20 Supervisor, Bicycle Patrol Unit 


3E70 
4D10 


Supervisor, VNET Unit 
Unit Head, Ground Transportation Enforcement Unit 


4D70,4D80 Supervisor, Ground Transportation Enforcement Unit 
4M20,4M30 Supervisor, Motors Unit 


4820 
5S10 
5010 


Supervisor, Critical Projects Unit 
Assistant Commander, Traffic Services Section 
Unit Head, Traffic Control Unit 


C120-C180 Supervisor, Traffic Control Unit 


6P10 


Unit Head, Security Access Control Unit 


6P20-6P70 Supervisor, Security Access Control Unit 


6S10 


Assistant Commander, Security Services Section 


7Canine10 —_ Unit Head, Canine Task Force 
7Canine20,30 Supervisor, Canine Unit 


7E10 Unit Head, Critical Infrastructure Protection Unit 

7E20 Supervisor, Emergency Planning Cadre 

7H20 Supervisor, Dignitary Protection Unit 

7810 Unit Head, Emergency Services Unit 

7840,50 Supervisor, Emergency Services Unit 

7Y20 Supervisor, Vulnerability Assessment and Analysis Unit 
8. Airport Police Station Front Desk 


10. 


11. 


12. 


Officers assigned to the Station’s front desk shall use the call sign designation L-90." 

Traffic Operations Center 

Personnel assigned to the Traffic Operations Center shall use the call sign designation "5C-90." 
Multi-Agency Radio Transmissions 

Whenever Airport Police personnel, during a multiagency operation, uses a common frequency 
for radio transmissions (i.e. - LAPD frequency, Southbay frequency), the broadcasting officer 
shall identify himself/herself as Airport Police, then use his/her designated call sign (Example: 
1L202 becomes Airport Police 1L202). 

Mobile Command Post Call Signs 

Whenever the Mobile Command Post is activated, personnel, either sworn or civilian, assigned 
to coordinate radio communication from the mobile command post shall use call signs beginning 


with CP (i.e. - CP1, CP2, etc.). 


Communications Unit Operator Numbers 
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Communications Unit Operators shall be issued a three-digit operator number beginning with 
the number one (1). 


Example: Operator 101 


Communications Unit Supervisors shall be issued a three-digit operator number ending with the 
number zero (0). 


Example: Operator 150. 


13. Non-Police Designations 
LAX1 Airport Manager 
CRASH Aircraft Rescue Fire fighting Unit 
BATTALION Fire Battalion Chief 
ENGINE Fire Engine Company 
RESCUE Fire Rescue Ambulance 
KING LAPD Bomb Squad 
MAINTENANCE Airport Maintenance Unit 
Tow 1, Tow2 Contract Tow Trucks 
OPERATIONS Airport Operations Unit 
FBI - 1, FBI -2 Airport Resident FBI Agents 
WILDLIFE - 1 United States Department of Agriculture 
Medic 1, Medic 2 Reliance Hospital First Aid 
LAWA/ONT 
A. Administrative Unit Call Signs 
Commander 7 Commanding Officer, LAWA/ONT Police Services 
Commander 7-A Assistant Commanding Officer 
Chief 1 Chief, LAWA/ONT Fire Services 
B. Watch Designation Numbers 

1 = Day 2=PM 3 = AM 
C. Unit Identification Letters 

The following letters indicate the type of unit officers may be assigned to work: 

A Two Officer mobile patrol unit 
C Non-Sworn Security Officer assigned to Traffic 
DP Communications Unit Dispatch Personnel 
DS Communications Unit Dispatch Supervisor 
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Officer assigned to Canine Unit 

Officer assigned to Uniformed foot-beat patrol 

One officer mobile patrol unit 

Officer assigned to a Movie Detail 

Non-Sworn Security Officer assigned to a Security Access Post 

Officer assigned to plainclothes Narcotics Task Force 

Additional patrol unit assigned to a special detail 

Officer assigned to Vulnerability Assessment and Analysis Unit 
Field Unit Designations 


Patrol Unit Designations - Patrol units shall be identified by the watch designation number, unit 
identification letter, and unit number corresponding to their assigned areas. 


CTA, parking lots, FIS, north perimeter, former Lockheed facility 

North perimeter and north section of west and east perimeters, north section of airfield 

South perimeter and south section, west and east perimeters, south section of AOA; including 
southside Fixed Based Operators, Field Maintenance, FedEx, UPS, FAA facilities and GE 


facilities. 


Additional coverage for entire airport, including commercial enforcement and other duties as 
required. 


Extra patrol unit, when available 
Extra patrol unit, when available 


Example: A one officer basic car assigned to North perimeter patrol on PM watch would be 
designated "2L52". 


Foot Beat Designations - Foot patrols shall be identified by the watch designation number, the 
unit letter "F," and a unit number corresponding to the numbered terminal in their assigned area. 


F21 — 22 Foot Beats assigned to Terminal 2 
F41 — 42 Foot Beats assigned to Terminal 4 


Example: A foot beat officer assigned to Terminal 2 on Day watch would be designated "1F21". 
TCU Designations — TCU Officers shall be identified by the watch designation number, the unit 


letter "CT" and unit numbers corresponding to one of the numbered terminals in their assigned 
area. 
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CT25 - 26 Traffic units assigned to Terminal 2 
CT45 - 46 Traffic units assigned to Terminal 4 


Example: A TCU officer assigned to Terminal 4 on PM watch would be designated as "3CT45." 


Ee: Supervisory Units 

1. Watch Commanders - Watch Commanders shall be identified by the watch designation number, 
the unit letter "L", and the unit number 10 . 

2. Watch Supervisors - Watch supervisors shall be identified by the watch designation number, the 
unit letter "L", and a two digit number ending in "Zero” indicating which patrol area the supervisor 
is responsible for. 

Example: A watch supervisor assigned to AM watch would have the call sign "3L20." 

3. Security Supervisors - Security Access Control Unit Supervisors shall be identified by the watch 
designation number, the unit letter "P", and a two digit number ending in "zero” indicating which 
Posts the supervisor is responsible for. 

4. Specialized Unit Supervisors - Supervisors assigned to a specialized unit shall be identified by 
the unit letter and assigned unit number. Below is a list of the Specialized Unit Supervisor call 
signs: 

Canine20,30 Supervisor, Canine Unit 

W20 Supervisor, Narcotics Task Force 

Y20 Supervisor, Vulnerability Assessment and Analysis Unit 

F. Communications Unit Dispatch Personnel Numbers 

1. Communications Unit Dispatch Personnel shall be identified by the watch designation number, 
the unit letters "DP," the, and a unit number corresponding to the duties of their assignment. 

1 Police Dispatcher 

2 Fire Dispatcher 

3 Security Station Dispatcher 

4 Call Taker 
Example: A Communications Unit Dispatch Personnel assigned as the Police Dispatcher on 
Day Watch would be designated "1DP1." 

2. Communications Unit Dispatch Supervisors shall be identified by the watch designation number, 
the unit letters "DS," and the unit number 1 or 2. 

Example: A Communications Unit Dispatch Supervisor assigned as the Police Dispatch 
Supervisor on Day Watch would be designated "1DS1." 
G. LAWA /ONT Communication Dispatch Center 


The call sign for the Communications Dispatch Center is "Control." 


Manual of the Los Angeles World Airports Police 


CHAPTER XIII - Communications 


LAWA/VNY 
A. Administrative Unit Call Signs 
Commander 6 LAWA-VNY Commanding Officer 
B. Watch Designation Numbers 
1 = Day 2=PM 3 = AM 
C. Unit Identification Letters 
The following letters indicate the type of unit officers may be assigned to work: 
A Two Officer mobile patrol unit 
L One officer mobile patrol unit 
D. Field Unit Designations 


Patrol Unit Designations - Patrol units shall be identified by the Watch designation number, 
applicable unit letter, and a unit number corresponding to their assigned areas. 


L-4 South half of Airport 

L-5 North half of Airport 

L-6 AOA Field Unit 

L-7 Rover Unit 

Note: Whenever two units are combined, the designation will change from Lincoln to Adam. 


Example: A one officer basic car assigned to AM watch as a Rover Unit would be designated 
mOLT.. 


E Supervisory Units 


Watch Commanders - Watch Commanders shall be identified by the watch designation number, 
the unit letter "L", and the unit number "10." 


Watch Supervisors - Watch supervisors shall be identified by the watch designation number, the 
unit letter "L", and a two digit number ending in "zero” indicating which patrol area the supervisor 
is responsible for. 

LAWA/PMD 


a. Administrative Unit Call Signs 


Commander 8 LAWA/VNY Commanding Officer 
b. Watch Designation Numbers 
1 = Day 2=PM 3 =AM 
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C: Unit Identification Letters 
The following letters indicate the type of unit officers may be assigned to work: 
A Two Officer mobile patrol unit 
L One officer mobile patrol unit 
d. Field Unit Designations 


Patrol Unit Designations - Patrol units shall be identified by the applicable unit letter and unit 
number. 


Note: Due to the unique patrol area at LAWA/PMD, there are no designated patrol areas. 


L-1 and L-2 AM Watch Patrol 
L-3, L-4, L-5, L-6 Day and Mid-Day Watch Patrol 
L-7, L-8, L-9, L-11 Mid-PM Watch 


Watch Supervisors - Watch supervisors shall be identified by the watch designation number, the 
unit letter "L", and a two digit number ending in "zero.” 


F; Assignment of Call Sign Designations 


Whenever a specialized unit is formed by the LAWA Police, or a new management position is 
approved, the affected Commanding Officer or designee shall: 


1. Contact the Principal Communications Operator and inform him/her of the new unit/ position and 
the need for a new call sign designation(s). 


2. Contact Manuals and OrdersUnit and inform the unit of the new unit/position and the duties and 
responsibilities of the new unit/position. If needed, the new unit will be included in the LAWA 
Police Manual. 


2 Representatives from Communications Unit and Manuals and OrdersUnit will analyze the new 
position or unit and propose a call sign designation(s) for the new position or unit supervisor and 
members based on criteria outlined in Section 13/1.2.E. A memo shall be forwarded to the 
Communications Unit Manager with the proposed call sign designation(s). A copy of the memo 
shall be forwarded to the affected Commanding Officer. 


4. Upon approval of the affected Commanding Officer, the memo shall be forwarded to the 
Commanding Officer, Patrol Services Section. 


5. The Commanding Officer, Patrol Services Section, shall present the proposed call sign 
designations to the Command Staff for comment and approval. 


6. Upon approval, a memo shall be issued from the Office of the Chief of Airport Police listing the 
approved call sign designations. 


7. If a new position/unit is formed at LAWA/ONT, the Commanding Officer, Ontario Airport Police 
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Services shall be responsible for assigning call sign designations. 


If a new position/unit is formed at LAWA/VNY or LAWA/PMD, the Commanding Officer, 
LAWA/VNY, shall be responsible for assigning call sign designations. 


Radio Message Priority 
Radio Broadcasts - Procedures 
Emergency Broadcasts 


These broadcasts have priority over all other messages because they contain requests for 
"Help," information regarding "Pursuits," and "Code Three" response calls. 


Any call may justify an emergency broadcast if any of the following elements are present: 
A serious public hazard exists; 

A preservation of life condition; 

A violent crime is "In Progress"; 

The prevention of a crime of violence may be possible; 

An immediate pursuit; or, 

An officer requests another unit "Code Three." 

Alert Tones 

Three distinct alert tones shall be used for various emergency broadcasts: 
Alert Tone 1 - Steady Tone. Used for: 

Crimes in progress/just occurred; 

Crime broadcasts. 

Alert Tone 2 - Hi-low Tone. Used for: 

Code Green/VNET alarms; 

12025/12020 calls; 

Alert 2; 

Officer requesting assistance/backup; 

Code Red. 


Alert Tone 3 - Broken Tone. Used for: 


Manual of the Los Angeles World Airports Police 


CHAPTER XIII - Communications 


Initial foot or vehicular pursuit broadcast; 

Alert 3 and Alert 1; 

Officer requesting help. 

A single "marker tone" shall be automatically transmitted every ten seconds for incidents 
classified under Alert Tone 2 and 3. During this period, routine messages such as requests for 
Code 7/15/10 shall not be transmitted. Only emergency messages shall be broadcast during the 
“marker tone.” When the emergency or alert is secure, the marker tone shall cease and the 
frequency cleared for normal radio transmissions. 

Simulcast Broadcasts 

Communications operators shall simulcast the initial broadcast and all following broadcasts on 
all four LAWA frequencies (Frequencies 1, 2, 3 and 4) for the below listed incidents/events; 
Alert 2; 

Alert 3; 

Code 3 escorts onto the AOA; 

Bravo Tangos; 


Code Red; 


Communications operators shall simulcast the initial broadcast and all following broadcasts on 
LAWA frequencies 1, 2 and 4 for the below listed incidents/events: 


Officer needs help; 

Officer requesting assistance; 

Officer requesting backup involving a weapon; 

Foot and vehicular pursuits; 

Any felony in progress or occurring within the last 15 minutes; 
Crime broadcasts; 


Communications operators shall simulcast the initial broadcast and all following broadcasts on 
LAWA frequencies 1 and 2 for the below listed incidents/events; 


Any felony occurring between 15-30 minutes ago; 
Any felony occurring between 15-30 minutes ago; 
Any calls for service involving a weapon. This would include 12020/12025 calls, Code Greens, 


and V-Net alarms; 
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Any calls dispatched “Code 2"; 

All non-emergency Fire Department escort calls; 

All Code 5's. 

Informational Broadcasts 

These broadcasts have priority over "Routine" radio messages and consist of: 
Immediate broadcasts of descriptions of suspects and/or vehicles involved in crimes; 
Reporting fires; 

Requesting paramedics; 

Any other message requiring immediate attention; 


Upon receiving information involving a crime, suspect information, or event which may affect the 
normal operation of LAX, Communications shall immediately: 


Activate the alert tone; 

Request "All units on all frequencies stand by"; and, * Broadcast the information. 
Routine Broadcasts 

Officers with routine broadcasts may transmit when the frequency is available. 
Clear Frequency Procedure 

Before transmitting a lengthy broadcast, officers shall: 

Contact Communications; 

Request a clear frequency, and state the reason for the request; 


Exception: When an officer desires a clear frequency to check a suspect for wants and/or 
warrants, he shall request a "Code Ten." 


Communications shall advise all other units on frequency to "Stand By" and instruct the officer 
to "Go Ahead." Upon completion of the message, Communications shall announce to all units 
that the frequency is clear. Units advised to "Stand By" shall not attempt to transmit unless their 
message is of higher priority than the message being transmitted. 


Note: A clear frequency shall not be requested in order to obtain a "Want" or a"DMV" ona 
vehicle. 


Availability While on Non-Priority Calls 
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Officers assigned non-priority calls or on "Code Six" status, shall remain available for 
reassignment to priority calls by monitoring their radio handsets. 
Officers reassigned to a priority call shall be responsible for the completion of their non-priority 
call(s). Officers shall explain their change in status to the reporting person. Communications 
shall be notified when officers resume their non-priority call(s). Officers unable to resume non- 
priority call(s) shall notify Communications. 
If officers assigned to a non-priority call determine additional circumstances exist which 
preclude their reassignment to a priority call, they shall broadcast a "Code Six" indicating the 
circumstances. 


Assignment of Priority Calls - No Available Units 


Communications shall dispatch priority calls in the following manner whenever no units are 
available: 


The call shall be dispatched for "any available unit to handle," nature of call, location, and 
assigned code; 


If no units respond to the initial broadcast, Communications shall broadcast an alert tone on all 
frequencies to alert officers to stand by for possible reassignment to a priority call; 


Communications shall assign the priority call to the closest available unit to handle. 
Reporting Out of Service 


When it is necessary for an officer to go out of service for any reason other than in response to 
a dispatched radio call by Communications, the officer shall: 


Contact Communications; 

Give their unit designation; 

State they are "Out of Service" and give the reason for the out-of-service status; and, 

Their location. 

Note: Officers remaining out of service shall notify the Watch Commander once every 2 hours 
they are still out of service, even though the unit may be working beyond the normal tour of 
duty. 

Radio Use by S.A.C.U. Officers 

Security Access Control Unit officers assigned to fixed post assignments shall utilize post 
phones, when available, for routine messages. Radios may be used to contact supervisors, 
request emergency escorts, Code Red broadcasts, and dispatching officers to respond to 


ACAM door alarms at TBIT. 


Tactical Frequency Use 
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Requests for use of tactical frequencies shall be routed through Communications. 


Officers communicating from unit to unit on the primary dispatch frequency shall use simplex 
mode. 


Officers using other frequencies may use either simplex or duplex modes for unit to unit 
communications unless directed otherwise. 


Actual or Potential Emergency Response Broadcast Procedures 


Upon receipt of any possible or confirmed emergency broadcast or information, 
Communications Unit personnel shall: 


Immediately broadcast Alert Tone 3; 
Simulcast all received information on all appropriate radio frequencies; 
Assign a mobile unit or appropriate foot beat unit to the incident; 


In cases where no specific location has been given, units shall be dispatched to specific areas 
to begin searching and attempt to locate the emergency; 


All affected frequencies shall be placed on standby, and all field personnel shall refrain from all 
non-emergency broadcasts. Units will be advised to stand by for additional information; 


A Communications Unit supervisor shall monitor the incident and make any appropriate 
notifications to any needed entities (i.e. - LAPD, LASD, FBI, etc.); 


As soon as practical, all incident personnel shall be switched to a Tactical Frequency. 
Unit Identification Broadcast Procedure 

All voice broadcasts to field personnel shall be preceded by the identification call sign. 
Example: 

2715: "2T15, I'm Code 6, Terminal 5." 

CUP: "2T15, Code 6, Terminal 5." 


No broadcast shall be made by Communications personnel without a preceding unit 
identification. 


Procedures for Broadcasting Relayed Information 
Initiating Officer's Responsibilities 


When a LAWA Police officer receives information requiring either an urgent or emergency 
response, the officer shall: 


Immediately contact the Communications Unit Operator, and request a clear frequency for an 
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information broadcast; 

Broadcast the received information, and include the identity of the person or agency the 
information originated from (i.e. “Per LAPD officer, wires down at 300 World Way,” “Citizen 
reports a 211 in progress, 701 structure, third level, north side,” etc.); and, 


Advise the Communications Unit Operator of any misquoted information (i.e. Wrong structure, 
wrong level, etc.) when the information is re-broadcast. 


Communications Responsibilities 

Upon receiving any radio broadcast relating to a possible crime-in-progress or report of an 
incident requiring either an urgent or emergency response, the Communications Unit Operator 
shall: 

Verify the broadcasted information with the relaying officer; 


Note: Communications Unit Operators shall not simply “roger” the information. 


When an agency is named by the relaying officer as the source of the information, the 
Communications Operator assigned the 


Number 3 position shall: 

Contact that agency to verify the information; and, 

Obtain any pertinent details or additional information if available. 

Note: In the absence of a Communications Operator in the Number 3 position, the Number 2 
position shall contact the agency. Any additional information or corrections to the original 
information broadcast shall be forwarded to the dispatcher verbally and, where possible, via the 
CAD system. 

The Communications Operator shall re-broadcast any corrections or additional information (i.e. 
“2L601, additional on wires down situation at T-3, per LAPD dispatch, LAFD notified 10 ago. 
Request all pedestrian traffic be stopped at T-2 and TBIT”). 

When additional units are dispatched based on relayed information, the Communications 
Operator shall receive an acknowledgment from the additional units for the additional 
information. 

Information Systems / Networks 

Warrant Information Sheet (W.I.S.) 

Countywide Warrant System (CWS) 

The Countywide Warrant System (CWS) which replaces the Automated Want and Warrant 


System (AWWS), allows Dispatchers to inquire; pull and release the Warrant Information Sheet 
(WIS). 
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Limitation 


A Warrant Information Sheet (WIS) can be obtained after the request of a "Want Check" (Code 
10). If the subject has a warrant, the return response will be in the form of a WIS, which will 
contain complete subject descriptions and warrant information. Non-booking agencies will no 
longer have the capability to abstract a warrant. 


Two (2) Hour Hold 


To alleviate the happening of false arrests and the pulling or retrieving of warrant from the 
system twice, a two-hour hold is placed on the Warrant Information Sheet. The warrant must be 
released by putting the WIS back into the system to allow access by other agencies and allow 
abstracting the warrant when booking a subject at the booking facility. 


Multiple Bail Receipts 


The correct bail receipt number must be assigned to each warrant booked. Multiple CWS 
warrants must be grouped in the order of their court assignment before they are booked by bail 
receipt number. All warrants originating from one court must be booked as a single transaction. 
Repeat the process for multiple warrant grouping as applicable. Another way to ensure that a 
correct bail receipt number is assigned to each warrant is to book each warrant individually 
using the "serve a single warrant transaction." 


Warrant Status 


If the Officer was unable to book out a warrant, it is possible another agency has requested a 
WIS within the past two- (2) hours. Check the printer for a WIS warning notice. If a warrant is 
also on Wanted Person System (WPS) at the time of serving, Countywide Warrant System 
(CWS) will automatically request its deletion from the system. 


After a warrant is served, its status is changed from active to booked (B), bailed (N) or booked 
and bailed (T). 


Warrant Abstract 

An abstract may be directed to another printer by specifying the receiving printer's four (4) to 
six- (6) character mnemonic (ID) in the alternate route field. In all cases when routing must be 
followed by a space and a single letter to designate the printer's system origin, (e.g., D for direct 
connect, N for LAPD NECS, and J for JDIC). 

Example: 

To route an abstract from a Justice Department Information Center (JDIC) terminal to a direct 
connect printer, type in the direct connect printer's 4 to 6 character mnemonic, a space, and the 
letter D. 


To route an abstract out-of-county, but within California, enter the receiving agency's nine (9) 
character ORI (originating agency) in the alternate route field 


To route an abstract to an agency outside California, enter the receiving agency's nine (9) ORI. 
In the alternate route field. 
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Wanted Person System 


The California Wanted Person System (WPS) is implemented by the Department of Justice 
(DOJ) which was expanded from the original ten (10) character to thirteen (13) character 
warrant field. WPS will allow for more than one (1) record for the same person by the same 
Originating Agency Identifier (ORI). Entries will be rejected if the same case number is used or 
the warrant numbers are identical. NCIC (National Crime Information Center) will not allow two 
(2) records for the same ORI and person. 


National Crime Information Center (NCIC) 


Agencies will be able to modify entry level one (1) warrant to entry level two (2) without having 
to cancel and re-enter the warrant (Change entry level one record "California Entry" to entry 
level two "California and NCIC"). At the same time, edits to the allowing fields will be added 
and/or changed to NCIC standards. The fields are: FBI Number, Social Security Number, Case 
Number, Miscellaneous eight* *Exception: The edit for height will be modified to allow no height 
greater than seven (7) feet, eleven (11) inches (7'11") and no height less than three (3'00") feet 
for Wanted Person System (WPS). NCIC still requires a minimum height of four (4'00") feet. 


Parole Information 


When running a Code 10 and the subject being checked has been arrested and jailed within two 
(2) to five (5) years and is currently on parole, the information will return through the system in 
the Want 7 format. Be aware that this information is NOT a warrant and should not be treated 
as. The differences are as follows: 


There should be no bail amount 
The first five- (5) digits of the warrant number should be PRLED. 


The Penal Code of the offense should be in the lower left-hand corner after warrant type of level 
(Misdemeanor or Felony). 


There may be a Health & Safety Code, if the offense was drug related. For further information, 
run the warrant detail or the warrant number as it appears. 


The operator license number is optional. If any problems occur and more information is needed, 
contact the Los Angeles Sheriff's Countywide Warrant (CWS) Office at (213) 974-4448 after 
1700 hours and the Principal Communications Operator during business hours. 


Training 


The California Department of Justice (DOJ) has a mandate from the Federal Bureau of 
Investigation's National Crime Information Center (NCIC) to provide formal training to all law 
enforcement personnel who use data supplied by the NCIC System (See Reference Chapter for 
Information Bulletin #MC-87-8-BJIS, dated October 7, 1987). 


In compliance with the mandate, DOJ issued to all California Law Enforcement 


Telecommunications Systems (CLETS) subscribers an addendum to their subscriber’s 
agreement that addressed, among other changes, the area of training. 
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Section 6.7 of the CLETS subscriber’s agreement states: 


"It is the responsibility of the user agency to participate in DOu's training programs to ensure 
that all personnel (i.e., terminal operators, peace officers, investigators, and agency 
management/supervisors) are trained in the operation, policies, and procedures of each 
Criminal Justice Information System (CJIS) and NCIC file that is accessed or updated." 


Computer Automated Dispatch (CAD) System 

Voice and MDS Dispatch 

It is the policy of the LAWA Police to dispatch all requests for service ("calls") via voice radio. In 
the event the assigned unit has a Mobile Data System (MDS) installed within the vehicle, the 


call shall also be transmitted via data link to the assigned unit. 


Acknowledgement of all calls shall be made via voice radio. Status changes and dispositions of 
calls handled by units with MDS capability may be made by either voice or data channels. 


Use of Mobile Data Computer (MDC) 

The temporary or permanent installation or attachment of any unauthorized device or software, 
unauthorized tampering of existing equipment, or the use of the MDC for any unofficial purpose 
is expressly prohibited and are acts that may result in progressive discipline. 

"Existing equipment," for purposes of this section, is defined as any equipment attached to, or is 
part of the Mobile Data Computer, including the computer itself, sensors, communications 
devices, power systems, wires, and attached peripherals. 

Only the Airport Police Division's Critical Projects Unit is authorized to make additions or 
changes to existing MDC software and hardware. When practical, new equipment will be 
installed in selected test vehicles prior to Division-wide deployment. 

Computer Aided Dispatch (CAD) Verbal Log On Procedures 

All sworn uniformed officers equipped with a radio and assigned mobile or foot patrol shall log 
into the CAD system at the beginning of watch either via radio or MDS. All uniformed officers 
assigned to a specialized unit shall log into the CAD system at the beginning of watch. 

All civilian uniformed officers equipped with a radio and assigned fixed post or traffic duties shall 
be logged into the CAD system at the beginning of watch and show themselves clear with 
Communications Unit before going into the field. 


Whenever an officer verbally logs on to the CAD system via radio, the officer shall broadcast 
his/her unit information in the following order: 


Unit call sign, request to log on; 
Serial number; 


adio number; 
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Vehicle shop number, if any vehicle assigned; 


Vehicle's starting mileage, when applicable. 


Unit: Control, 21601 requesting verbal log on. 
Control: L601 Roger, go ahead. 
Unit: 2L601, serial number 12345, radio number 1234, shop number 5432, starting 


mileage 22331, status clear. 
Control: 2L601 clear 
Miscellaneous Procedures 
Telephone Notifications 
Immediate Response Requests 


When an LAWA Police employee receives a telephonic request requiring immediate police 
response, the employee shall: 


Obtain the location of occurrence and other pertinent information, including a call-back number; 
and, 


Relay the information to Communications. 

The employee relaying the information to Communications shall: 
Give their name and Section of assignment; 

Give location where service is needed; 

State nature of the call; and, 

Obtain the Communications operator's identification number. 


Whenever emergency calls originate within the jurisdiction of LAPD, LAPD's Communications 
shall be notified concerning location, nature of the call, and that LAWA Police units are en-route. 


NOTE - In no instance shall a phone call requiring immediate police response be transferred to 
any other location. 


Telephonic Informational Requests 


Whenever a caller makes a telephonic request for information the caller is legally entitled to, 
LAWA Police personnel shall disseminate the information or attempt to obtain the information 
for the caller. When requested information is not immediately available, the caller's name and 
phone number shall be obtained and the person re-contacted when the information is located 
(Refer to Section 10/10.2, Subsection A — Traffic Ancillary Services). 
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NOTE - If the person is calling from a pay telephone, the caller shall be advised to remain on 
the line until the information is given. 
Notifications of Incidents Occurring at LAX 
Basic Notifications 


Basic notifications shall be made by Communications Unit whenever the following incidents 
occur: 


Possible upgraded call (i.e. - unattended bag) 

Newsworthy call 

Critical missing/critical missing juvenile call 

On-board aircraft call (excluding Rescue Follow-Up) 

Airport Police Operations Center (APOC) Notifications 

Whenever the APOC O.1.C., watch commander, any Commanding Officer, or the on-scene 
Incident Commander determines that notifications be made by APOC, an APOC Event 
Notification Form shall be completed for the incident. Notifications shall be made by APOC staff 


via cellular phone and e-mail. 


Note: After hours or whenever APOC is closed, Communications Unit shall be contacted and full 
notifications made. 


Full Notifications 


Under the following circumstances, notifications, as outlined in the Emergency Notification 
Book, shall be made: 


Aircraft involved in an accident with/without injuries; 
Alert 2 with injuries; 

Alert 3; 

Improvised explosive device; 

Bravo Tango; 

Suspicious Bag; 

Hotel Juliet; 

Security Directive; 


Officer involved shooting/Any Law Enforcement Agency (initial and follow-up); 
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In custody death; 

Natural gas leak; 

Hazardous material incident/Chemical spill; 

Natural disaster; 

Major fire (Any fire involving AOA or structure containing occupants); 

Civil unrest; 

Major 415/Labor Dispute; 

Homicides; 

All felony crimes aboard aircraft or on the AOA; 

Death aboard aircraft; 

All misdemeanors, infractions, interfering with aircrew, 415's, 5150's, medical emergencies or 
any other minor situation other than smoking reported aboard an aircraft/on the AOA or Rescue 
Follow-ups; 

Closing of a terminal/Airfield access post; 

Evacuations; 

Closing of a runway for any unscheduled incidents, or non-dignitary incidents; 

Any incident on airport property resulting in serious injury; 


Any spontaneous change in security levels (i.e.,emergency change, not preplanned or 
preannounced). 


In any unusual occurrence resulting in a major incident or publicity, the Watch Commander shall 
be notified. 


All notifications shall be made by Senior Communications Operator || personnel or the 
Communications Information Representative (CIR). 


At any time should a Senior be unavailable and an operator is uncertain as to whether or not 
notifications should be made for an event, the Watch Commander shall be notified to make 
further determination. 

If the Watch Commander is unavailable, a sworn supervisor shall be notified. 

Should the Watch Commander request for notifications to be made and the Senior is 


unavailable, the Communications Information Representative assigned to Position #3 (phones), 
or Position 2 in the absence of Position 3, shall complete all notifications. 
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Should the Senior be unavailable at any time, the CIR assigned to Position #3 shall complete 
the notifications. This shall be noted in the supplement field of the event. 
All notifications shall be completed within the first twenty (20) minutes of the incident occurring. 
The Senior/operator completing the notifications shall continue to attempt to contact the person 
listed in the Emergency Notification List until he/she is able to obtain the name of a person with 
whom a message can be left or leave a message for the contact person on a phone message 
device or voicemail system. The contacted or if a message was left for the contact person ona 
phone message device or voicemail system in the supplement field of the event. 


All requests for further information pertaining to the incident shall be directed to the Watch 
Commander. 


Emergency Notification Lists 


Unusual occurrences that require emergency notifications are divided into six (6) separate 
categories: 


Category 1 - Airfield Operations Incidents - Aircraft fire, Bravo Tango, Hotel Juliet, aircraft 
involved in multiple injuries/Communicable Disease, runway closures (except for maintenance). 


Category 2 - Airport Access Issues - National Security threat level upgrade, AOA breach, CTA 
closure, parking structure/lot closure, closing of an access post, Sepulveda Tunnel closures. 


Category 3 - Threats to Passengers/Facilities -HAZMAT (Chemical, Biological or Radiological 
Material), bomb/IED threats, security breaches, closing of a terminal, evacuations, fire, major 
utilities failure (i.e. - gas leaks, water main rupture, etc.). 

Category 4 - Law Enforcement Incidents — Officer Needs Help, Officer Needs Assistance, 
Officer Involved Shooting (OIS) - All Agencies, Pursuits, In-Custody Deaths, Civil Unrest, Major 
415/Labor Dispute, Homicide, All Felony Crimes Aboard Aircraft or on AOA, Death or serious 
injury on airport property or aboard aircraft. 

Category 5 - Natural Disasters- Earthquake, flooding, lightening strike, tsunami. 

Category 6 - Minor Situations Onboard Aircraft -Rescue Follow-up, smoker on-board aircraft. 
Note: Notification shall be given only to City Operations. 


Personnel requiring emergency notifications are notified by phone, text messaging (for those 
assigned Nextel cellular phones), or e-mail by the Airport Police Communications Unit. 


Use of Emergency Notification Lists 


Whenever an unusual occurrence is reported to Communications Unit, the on-duty supervisor, 
or designee, shall determine which category the incident matches and begin notifications. 


Notifications shall be made by phone, text messaging for those with this capability, and e-mail. 


Requests For Emergency Notifications 
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Whenever an individual or agency requests emergency notification of specific incidents, the 
request shall be directed to the Principal Communications Operator, Communications Unit. 


An Emergency Notification List Request Form shall be completed by the Principal 
Communications Operator, or designee and forwarded to the Field Support Section 
Commanding Officer. 


The Field Support Section Commanding Officer shall determine if the individual or agency 
requesting notification has a need for emergency notification for the incident(s) indicated, and if 
the notification is not a duplication of notification. 


Note: Normally, an agency shall have one contact person or unit who is responsible for 
notifications of others within that agency. However, if the individual is a supervisor in charge of a 
specialized unit directly affected by the incident, it shall be a determining factor. 


If the Field Support Section Commanding Officer grants the request, the Emergency Notification 
List Request Form shall be returned to Communications Unit and the agency or individual 
added to the notification lists. If the request is not granted, the agency or individual shall be 
contacted and informed why the request was not granted. 


Removal From Emergency Notification List 


Whenever Communications Unit is informed or discovers that an individual on the Emergency 
Notification List is no longer employed or has been transferred to another assignment or that 
another person has been assigned as the contact person for an agency, the individual shall be 
removed from the list. 


Emergency Notification Lists Audit 


The Communications Unit shall be responsible for auditing the Emergency Notification Lists on 
a quarterly basis. This audit shall include verification of an agency's/contact person or 
individual's contact information (obhone number, text message number or e-mail). The 
Communications Unit shall be responsible for updating the Emergency Notification Lists with 
any changes it discovers to agency contact information. 


Access and Entry Procedures for Communications Unit Dispatch Area 

The California Department of Justice (DOJ) requires all law enforcement agencies with access 
to DOJ records to develop and implement procedures to safeguard records available through 
CLETS. Individuals not cleared by a DOJ background check must follow specific procedures to 
gain entry to the Communications Unit dispatch area. Failure to adhere to these entry 
procedures may result in the loss of access to DOJ records, fines, DOA initiated penalties or, in 
extreme cases, criminal and/or civil penalties. 


Sworn California peace officers and LAWA Police Communications Unit dispatch personnel are 
recognized as authorized personnel due to the nature of their job assignments. 


General Guidelines - Communications Center Security 


To ensure the physical safety of employees as well as to safeguard equipment and resource 
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materials, it is imperative that strict building security measures be exercised at all times. 
Unauthorized personnel shall not gain access to the Communications Center. All personnel are 
required to display an LAX Photo Identification Badge on their outer garment. 

Communications Unit personnel have the right and obligation to challenge and request 
appropriate identification from any individual who is not recognized as an employee, who 
appears to not have official business in the Communications Center, or who is not displaying 
appropriate identification. Any such incident shall immediately be reported to the on-duty Senior 
Communications Operator. 

Access During Emergency Situations 

During emergency situations (i.e. - civil disorder, natural disaster, etc.) Communications Center 
security will be vital. When conditions warrant, the Senior Communications Operator shall 
contact the on-duty Watch Commander and request sworn officers be posted at the Center to 
provide security for the facility and its staff. 


Only LAWA personnel with LAWA Security Badges shall be allowed access into the facility once 
building security has been established. 


Entry Procedures For Dispatch Area 

LAWA Employees 

Whenever a LAWA employee, who is not a sworn officer or is not a Communications Unit 
dispatch operator, requires access to the Communications Unit dispatch area, the individual 


shall: 


Check in with the on-duty Senior Communications Operator or Principal Communications 
Operator upon entry to the dispatch area. 


Advance notification should be given by the LAWA employee to the Communications Unit 
Principle Operator or the on-duty Senior Communications Operator, if possible, specifying the 
time entry is required. 

Vendor/Visitor Access 

Notifications 

Whenever a vendor representative or visitor requests entry to the Communications Unit 
dispatch area, the individual shall give advance notification to the Communications Unit 
Principal Communications Operator, including: 

The number of individuals requesting entry; 

The identification of the individuals; and, 


The area being visited or location of equipment being repaired. 


Escort Procedures 
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On arrival to the Telecommunications building, a Communications Unit employee shall be 
assigned to meet the vendor representative or visitor at the lobby area. Prior to entering the 
dispatch area, the vendor representative or visitor shall be advised of: 

The existence of confidential records within the dispatch area; and, 

Those areas identified as “restricted” and limited to authorized personnel only. 

Restricted areas shall include: 

The area directly behind any on-duty Communications Operator; 


Any area facing an operational DATA 911 terminal; 


Areas adjacent to any computer printer receiving and/or printing confidential DOJ information or 
when computer printouts are in the printer's output tray. 


All vendor representatives or visitors shall sign the Communications Center Visitors Log upon 
admittance to the dispatch area. 


Responsibilities 


Communications Unit personnel shall monitor all vendor representatives or visitors within the 
dispatch area and report any misconduct to the on-duty Senior Communications Operator. 


Tours of the Communications Unit Dispatch Area 

Tours of the Communications Center Dispatch Area shall be arranged through the Professional 
Standards Section Commanding Officer or designee. Communications Unit supervisory 
personnel shall ensure that the Information Technology Division personnel assigned to the 
Communications Center front desk are informed of any tours. 


Any VIP tours shall be arranged through the Professional Standards Section Commanding 
Officer or designee, who may notify Media Relations Division and the Chief of Airport Police. 


Dispatch Area Doors 

Communications Unit personnel shall ensure all doors leading into the dispatch area are 
secured, and report any ACAMS system failure to the on-duty Senior Communications 
Operator. 

Monitoring of Cable Networks by Communications Personnel 

Policy 

Whenever an incident occurs that may directly impact the normal operations of LAWA, and the 
event is televised, Communications Unit shall assign one employee to monitor and/or videotape 
the event via cable access news networks. The on-duty Watch Commander or on-scene 
Incident Commander shall be advised of media presence at the event. 


Procedures 
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1. Cable Television Access 


The on-duty Senior Communications Operator or designee shall be responsible for the control 
of cable television access. 


Note: Cable television access shall only be used for monitoring critical incidents. It shall not be 
used for private entertainment by LAWA employees. 


le Monitoring of Event 
One communications Unit employee shall be assigned to monitor and/or videotape the event, 
and liaison with the Watch Commander and/or Incident Commander or his/her designee to 
provide updates on the event. 


The Watch Commander or Incident Commander may assign an officer or supervisor to 
Communications Unit to monitor the event. 


13/4.4 Procedures for Requesting Radio and Audio Tapes 
A. Requests from LAWA Police Supervisors 


Whenever an LAWA Police supervisor requests a copy of a radio transmission tape or audio 
tape, the person requesting the copy shall: 


1. Complete an Communications Unit Audio Tape Request Form; 

Note: A Request Form shall be completed for every tape request. 
2. Submit the request to the Watch Commander, Section Head, or designee for approval. 
B. Requests from Court Liaison Officer 


Whenever the Court Liaison Officer receives a request for a copy of a radio transmission tape or 
audio tape from the City Attorney's Office, the Court Liaison Officer shall: 


1. Complete an Communications Unit Audio Tape Request Form; 
2. Submit the request to his/her immediate supervisor for approval. 
3. Upon approval, the supervisor shall forward the request to the Professional Standards Section 


Commander, or designee, for approval. 


C. Processing Audio Tape Requests 
1. All approved requests for audio tapes shall be forwarded to Communications Unit. 
2 The Principal Communications Operator, or designee, shall review and approve all requests 


prior to tape copies being made. If any questions arise concerning the request, the concerned 
Watch Commander or Section Commander shall be contacted. 
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Note: Tape requests originating from outside the LAWA Police shall be forwarded to the City 
Attorney's Office for approval prior to releasing the tape copy. 
Upon approval, a tape copy shall be made in the Communications Center tape storeroom. 
Communications supervisory personnel shall release the tape copy to the requesting employee. 
Obtaining California Criminal History Reporting System (CCHRS) Printouts 
A CCHRS printout shall be attached to every arrest report and Complaint Application submitted. 
Failure to do so will result in a Follow-up Report request from the City Attorney's Office, Airport 
Branch Court. 
Procedures 
Whenever an individual is arrested or a Complaint Application is submitted, a CCHRS printout 
shall be obtained from Communications Unit and attached to the arrest report or Complaint 


Application, even if the individual has no record on file. 


Processing California Department of Justice Validation Certification Letters 


Whenever the LAWA Police receives a California Department of Justice Validation Certification letter, it 
shall be forwarded to the Court Liaison Officer, or designee, who shall be responsible for: 


A. 


B. 


13/4.7 


Reviewing any printouts attached to the Validation Certification letter; 


Ensuring any information which originated from the LAWA Police (i.e.-Wanted person, stolen 
guns, restraining orders, etc.) is still valid; 


Note: The contact person for the Automated Systems Program shall be contacted if any 
discrepancies are discovered. 


Completing and signing the Validation Certification letter; 
Making copies of the letter and printouts; and 


Forwarding the letter, either by fax or U.S. Postal Service, to the California Department of 
Justice. 


Maintaining a file of all processed Validation Certification letters. 

LASD Response for LAWA/PMD 

Emergency Assistance 

Whenever a LAWA Police officer assigned to LAWA/PMD needs to request emergency 
assistance from LASD (i.e. - Backup request, officer needs help, etc.) or crime broadcasts, 
officers shall contact LASD via handset or radio on channel D-15. 

If the officer cannot contact LASD via radio, LAWA/LAX Communications Unit shall be notified 


to contact LASD Palmdale station at (661) 272-2400 for assistance. 
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Routine Patrol 


While on routine patrol, LAWA Police officers assigned to LAWA/PMD shall monitor LASD on 
radio channel D-15. 


Officers shall utilize the "L-Tac" frequency for nonemergency requests (i.e. - tow requests, traffic 
control, etc.). 


Additional Resource Contact Numbers 
LASD, Lancaster Station (661) 948-8466 


CHP, Antelope Valley Station (661) 948-8541 
Plant 42 Security (661) 272-6600 


Manual of the Los Angeles World Airports Police 


14/1 


CHAPTER XIV — Records 


LAWA Police Correspondence 


Note: The following procedures shall be followed at all LAWA airports, except when indicated. 


14/1.1 


A. 


"A" 


"Bt 


1G! 


14/2 


Procedures 
Distribution 


When the Department generates correspondence that is to be distributed to different groups 
within the Department, the following distribution codes shall be used: 


Director of Airports Operations through all Division offices, sections, units, and details. 
"A-1"- "A" excluding civilian units and personnel. 

"A-2"- "A" plus Human Resources Division. 

All LAWA Police Offices, sections, units, details. 

"B-1"- All sworn LAWA Police personnel. Excludes civilian units and personnel. 


Commanding Officers. (Commanding Officers may be required to disseminate within a Section 
as may be indicated by nature of the document). 


"D" All sections, units and details within the LAWA Police. 

"D-1"- "D" excluding civilian sections, units or personnel within Division. 
All employees in the LAWA Police. (May be used for Special Orders, etc.). 
Files only: LAWA Police, and employee. 

Correspondence Procedures 


The procedure for inside and outside LAWA Police correspondence shall be in accordance with 
the following guidelines: 


All correspondence from the LAWA Police to any outside agency (including Los Angeles World 
Airports Divisions or Units) shall be signed by the Chief of Airport Police. 


All correspondence from one unit inside the LAWA Police to another single unit inside the 
LAWA Police shall be signed by the Section Commander sending out the correspondence. 


All correspondence which affects more than one Section inside the LAWA Police shall be 
signed by the Chief of Airport Police. 


Any personnel who wish to reply to another agency or unit outside the Professional Standards 
Section shall have the correspondence reviewed by the Section Commander. Records Unit 
shall prepare the letter for mailing and distribution to appropriate parties. 


Records Section 
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14/2.1 File Maintenance 
A. Chronological Correspondence File 


Chronological correspondence file folders shall contain copies of all incoming and outgoing 
office correspondence. The files shall be made available to Watch Commanders to make them 
aware of the LAWA Police's daily operation. Citizen's complaints, grievances and disciplinary 
records shall not be included in this file. 


B. Supervisory Records 


No LAWA Police Officer shall have access to the supervisory files, without first receiving 
permission from the unit supervisors, a section commander, or the Chief of Airport Police. 


14/2.2 Obtaining Arrest and Criminal Records for Human Resources Division 


Periodically, the Airport Human Resources Division requests assistance in obtaining the arrest and 
criminal record information on Department employees. This information has included criminal histories, 
copies of police reports and current case dispositions. It shall be the policy of the LAWA Police to assist 
the Human Resources Division in obtaining police records, court dispositions and other information. 
However, providing information from Criminal Intelligence Index (Cll) Criminal History Rap Sheets for 
employment purposes is prohibited. 


A. Release of Arrest and Criminal Records Information 
1. All HR Requests for information shall be directed to the Office of the Chief of Airport Police. 
2. The Chief's Office will provide the Airport Human Resources Division with copies of any report 


taken by LAWA Police personnel. 

3. For those reports taken by other outside law enforcement agencies, the Airport Human 
Resources Division shall forward their request directly to the concerned agency. The Chief's 
office shall assist the Airport Human Resources Division in obtaining the report number and any 
other information necessary to obtain the report. 

4. The Airport Human Resources Division shall be assisted in obtaining Case and Docket 
Numbers. Dispositions or copies of Dockets shall be requested directly from the Court by the 
Human Resources Division. 

In emergencies, LAWA Police may release information to Personnel by phone. 

B. Cll Criminal Rap Sheet 


Information from the Cll Criminal Rap Sheet is for enforcement use only. This information shall 
not be released outside of the LAWA Police. 


14/2.3 Procedures for Records Retention 
A. General 


Whenever documents are to be sent to the Retention Center, the following guidelines shall be 
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adhered to: 


Only standard Record Storage boxes shall be used for record retention. These boxes are 
available from Records Unit. 


Documents with various retention periods shall not be placed together in the same box. A 
Records Retention Schedule is available from Records Unit. 


Binders, pamphlets or hanging files of any kind shall not be placed in the box. Only standard file 
folders, legal or letter size shall be placed in the box. 


Boxes shall not be over packed. The box lid should close properly. 


When appropriate, a detailed list of documents stored in the box should be kept by the Unit or 
Section preparing the box. 


No more than one (1) year of documents shall be placed in each box. The Retention Center 
does not separate material in boxes and will destroy all the documents at the same time. 


Records Unit Responsibilities 
Upon receiving the box, Records Unit personnel shall: 
Mark the box on all four sides with the next available Box number; 


Note: Boxes are numbered in a sequential order to differentiate boxes stored by LAWA Police 
from those stored by other Divisions. 


Prepare the Record Transfer List paperwork and forward it for approval and signature. 


Contact the Retention Center to arrange pickup of the boxes when the paperwork is returned to 
Records Unit. 


Retain a copy of the signed paperwork in the Records Retention Log Book according to the Unit 
storing or type of documents stored. 


Academy and Field Training Program File Maintenance - LAWA/LAX 
Information 
Definitions 


Academy Files - Defined as any documentation of training of a recruit who successfully 
completes a Basic Police Academy at any California State POST approved Police Academy. 


Field Training Program (FTP) Files - Defined as any documentation of training of a probationary 
officer by Field Training Officers while he/she is participating in the Field Training Program. 


Record retention of both Academy and FTP files is important for tracking a Police Officer's 


training. Therefore, both of these files will be integrated into one file and permanently retained 
by the City of Los Angeles. 
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Procedures 
Academy Files 


Academy Files received by the LAWA Police shall be forwarded to the Field Training Officer 
Program Manager. These files shall be integrated and maintained with the probationary officer's 
FTO File. 


FTP Files 


The Field Training Program Manager is responsible for the maintenance and retention of the 
FTP file until the probationary officer completes, or is terminated from, the Field Training 
Program. The FTP file is then forwarded to Records Unit. 


Records Unit will retain the FTP file for a period of six (6) months. At the conclusion of this 
period, the file shall be forwarded to the Records Retention Center for permanent retention. 


California Public Records Act (CPRA) Compliance Policy 
Policy 


LAWAPD is routinely asked to release information, documents and materials that include crime 
statistics, policing procedures, personnel records, security credentialing data, and various 
incident records. When a member of the public—a citizen, a media outlet, or any number of 
other entities—requests any type of information, LAWAPD's response must be in compliance 
with the CPRA. Because some provisions of the CPRA are subject to interpretation, LAWAPD’s 
compliance policy provides guidelines to ensure consistent, compliant, and responsible 
practices and enables employees to understand what should or should not be released upon 
request and what requires further management or legal review. 


While the CPRA encourages public agencies to release as much as is possible in the interest of 
transparency, many law enforcement files are exempted. The CPRA exempts "records of 
complaints to, or investigations conducted by, or records of intelligence information or security 
procedures of " ... any state or local police agency, or any investigatory or security files 
compiled by any other state or local police agency" (§6254f). This may include incident reports, 
Daily Field Activity Reports, deployment documents, and strategy documents. The CPRA also 
specifically exempts some documents related to terrorist attack preparedness and critical 
infrastructure protection. Essentially, while the CPRA mandates that certain information be 
released in some circumstances, in all other cases, it will be LAWAPD’s policy to assert all 
available and justifiable exemptions to the law and withhold requested information. 


When a CPRA exemption does not apply, the information must be released in whatever format 
it is maintained, including paper records, computer files, and audio and video tapes. Unless 
requested by the court or another law enforcement agency, home contact information will be 
redacted to protect the privacy of involved parties. The majority of LAWAPD’s CPRA responses, 
including determining whether to withhold, redact or release information, will be coordinated by 
the LAWAPD Custodian of Records and the Chief of Airport Police. 


Procedures 
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Requests for Security Credential Database Information 


Requests for information generated through LAWAPD’s Security Credential databases are 
submitted on the Request for Release of Security Credential Information Form directly to the 
Security Credential Section. The policies and procedures regarding this type of information 
release are identified on the above-referenced form. In addition, the Security Credential Section 
provides the Executive Assistant Chief with pertinent information regarding what was requested 
prior to release. 


Officer Response to Requests from Members of the Public or Media in the Field 


The LAWA Police Manual contains guidelines for Officers on responding to requests for 
information received in the field. Media requests are directed to the LAWA Police Public 
Information Officer. General public requests are directed to the CPRA Compliance Desk. 


Requests for Release of Airport Police Information from Law Enforcement Officers 


While requests for information from law enforcement officers (LEO) acting within the scope of 
their official duties are not governed by CPRA §6252b, a request from a LEO still requires 
scrutiny to protect LAWAPD from potential liabilities. LEO’s seeking information from the 
Security Credential database will be directed to the Security Credential Section for processing. 
Requests for information from a LEO will be processed according to LAWAPD’s LEO-to-LEO 
Information Release Policy which includes making positive identification of LEO status and 
determining if the LEO is acting in an official capacity. 


Requests for Release of Airport Police Information - Media 


Requests for information from the media are processed exclusively through the Office of the 
Chief of Airport Police’s Public Information Officer (PIO). Requests must be submitted in writing 
or via email. The PIO will analyze each request on a case-by-case basis to determine what 
information may or may not be released and what may be released with redaction. Upon 
receiving a request for information, the PIO will provide pertinent information to the Deputy City 
Attorney, the Deputy Executive Director of Airports and Security, the Deputy Executive Director 
of Airport Law Enforcement and Protection Services, LAWAPD Command Staff, and the Public 
Relations Division Head. The PIO, with other LAWAPD units as needed, will compile the 
requested information. Prior to releasing any information to the media, the PIO will request the 
Deputy City Attorney review each proposed release, provide the above-listed individuals with an 
email notification with pertinent information, and will maintain an electronic copy of the pertinent 
information. 


Requests for Release of Airport Police Information -Non-Media 


Requests for the release of LAWAPD information from members of the public not associated 
with the media may be submitted in writing using the attached Request for Release of Airport 
Police Information Form. If a request is made in person, the requestor may receive a copy of the 
form at the station’s front desk. At the front desk, the LAWAPD employee will assist the 
requestor in completing the form, if needed, and then forward the form to the CPRA Compliance 
Desk in the Records Unit. 


LAWAPD will provide the requestor with case and/or incident numbers if asked, but no other 
information will be released until the CPRA Compliance Desk has determined if the requested 
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information is eligible for release. If the CPRA Compliance Desk determines that a request falls 
outside the scope of LAWAPD’s CPRA compliance policy, the matter will be referred to 
LAWAPD’s Custodian of Records. LAWAPD’s Custodian of Records, in conjunction with the 
PIO, and the appropriate Commanding Officer will apply the provisions of the CPRA to 
determine on a case-by-case basis what information is eligible for release. If additional review is 
not required, the CPRA Compliance Desk will determine if responsive records exist. If they do 
exist, the CPRA Compliance Desk will apply the policies contained herein to determine if the 
requested information is eligible for release and will respond using the appropriate response 
template. 


Timeline for Information Release 


The CPRA Compliance Desk will respond to requests within ten (10) calendar days (or the 
following Monday, if the tenth day falls during a weekend). If additional time is needed to 
respond to the request, the CPRA Compliance Desk will file a request for an extension in writing 
with the requestor. The request for an extension will specify the date that a record will be 
available, and the date can not exceed 14 calendar days (or the following Monday) from the 
expiration of the initial 10- day deadline. Per CPRA §6253c, only specific conditions allow for the 
filing of extension, such as the need to retrieve documents from field facilities or consult with 
other agencies, and all efforts must be made to fulfill requests within the initial 10-day period. 


Redactions 


When providing requestors with copies of documents that do not qualify for exemptions, 
LAWAPD will redact the home addresses and telephone numbers of all involved parties. As 
required, LAWAPD will notify the requestor of the redaction and state the reason for redaction 
and cite the appropriate CPRA section. The redaction of crime reports is allowed under CPRA 
§6254f, and §6255 permits withholding all or part of a record if the public interest served by non- 
disclosure outweighs the public interest in disclosure such as maintaining a citizen’s privacy. 


Notice of Redaction 


lf LAWAPD redacts some of the requested information, the requestor will receive a written 
notification that states the reason(s) and the relevant CPRA section(s). 


Notice of Nondisclosure 


lf LAWAPD asserts an exemption for some or all of the requested information, LAWAPD will 
provide the requestor with written notification that states the reasons and the relevant CPRA 
section(s). 


Method of Information Release 


With few exceptions, requested information must be provided in the form in which it is 
maintained. For paper files, if responsive records exist and do not qualify for an exemption, 
LAWAPD’s preferred method of release will be to copy and mail the information to the 
requestor. However, per CPRA §6253, once LAWAPD has had sufficient time to locate, retrieve, 
and to determine if the information is eligible for release, LAWAPD must allow the requestor to 
personally inspect eligible records during the agency’s normal office hours in the presence of an 
agency representative. CPRA permits local agencies to charge for requested documents and to 
be compensated for some costs associated with electronic information creation, location and 
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retrieval. However, LAWAPD does not elect to charge for released documents at this time. 
Document Retention and Destruction 


To provide quality customer service, LAWAPD will release any eligible record, regardless of the 
age of the document, including records stored at LAWAPD and those stored remotely at the 
LAWA Records Retention Facility. The CPRA does not specify schedules for document 
retention or document destruction; therefore LAWA's document retention schedule will apply. 
This schedule is in compliance with Los Angeles Administrative Code Chapter 12, which directs 
the destruction of city documents in accordance with state law. In general, documents are 
retained for 10 years and then destroyed. 


Challenges to LAWAPD’s CPRA Compliance Procedures 


Although LAWAPD’s CPRA Compliance Procedures are intended to ensure LAWAPD acts 
within its rights and obligations regarding the release of public documents, when LAWAPD 
refuses a request, the requestor may elect to challenge the determination. The refusal can be 
challenged in court, or overridden with a subpoena or court order. 


Requestors wanting to challenge an exemption or force the release of a document are to be 
referred to LAWA’s City Attorney's Office. 


LAWAPD’s CPRA Compliance Procedures Regarding Specific Requests 


A number of factors determine to whom and in what circumstances certain information may or 
may not be released. While the identity of the requestor may affect the determination, the 
purpose of the request may not be a factor in the determination, per CPRA §6257. 


Request for Non-Investigatory Files 


Except as otherwise exempted by the CPRA and other laws, LAWAPD will release non- 
investigatory files, such as traffic collision reports, injury reports, and reports of property damage 
(with home address and contact information of involved parties redacted) to all requestors. 


Requests for Incident Reports 


Per CPRA §6254f, no agency is required to release "records of complaints to, or investigations 
conducted by, or records of intelligence information or security procedures of ... any state or 
local police agency ". As such, LAWAPD will refuse requests for this information. LAWAPD 
compliance policy asserts available and justifiable exemptions for all "investigatory" files. 
Pursuant to this, LAWAPD will decline to release, except as otherwise provided: 


Crime reports 

Lost Property reports written on the "Preliminary Investigation Report" form 

Arrest reports 

Complaint Applications 

Property reports 

Investigations of possible PUC violations reported on the "Employee's Report" form 


Even though LAWAPD is entitled to refuse to release these types of documents, some 
information must be made available to requestors. When responding to a request of this kind, 
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the CPRA Compliance Liaison will use the Notice Regarding Request For An Investigatory File 
(Non-Victim), which lists the information that must be made public. 


Per CPRA §6254f, the only persons who should receive such documents are "the victims of an 
incident, or an authorized representative thereof, an insurance carrier against which a claim has 
been or might be made, and any person suffering bodily injury or property damage or loss as 
the result of the incident". If an incident report is released to these parties, officer analysis and 
conclusions are redacted, as are home address and contact information for involved parties. 


Requests for Arrest Reports 


Although most information within an arrest report is exempt from disclosure to anyone but 
victims and their representatives, some limited information, known as “9-line” or blotter 
information, which is a limited summary of the arrest and the arrested party, is public and must 
be released to any requestor. LAWAPD will release “9-line” information on a standard-template 
form letter to be mailed to requesting parties. Like other crime reports, victims and their 
representatives and those suffering injury or loss as a result of the crime will receive redacted 
copies of the report upon their request. 


Requests for Security-Related Information 


LAWAPD will assert exemptions for the release of security-related information as allowed in 
CPRA §6254f. Security information includes, but is not limited to, deployments, terrorist attack 
preparedness, and policing strategies. 


Requests for Personnel Information 


Per CPRA §6254c, employee contact information and "personnel, medical, or similar files, the 
disclosure of which would constitute an unwarranted invasion of personal privacy" are not 
eligible for release. In addition, per CPRA §6254u, home addresses and telephone numbers of 
peace officers are confidential and exempt from disclosure. 


Background packages, internal affairs investigations, and injury on duty documents are 
considered personnel files and will not be released, per CPRA §6254c. 


Requests for Reports Involving Child Abuse 


California Penal Code §11167.5 addresses the release of reports involving child abuse. It is a 
misdemeanor to release reports involving child abuse to anyone except specific parties, as 
listed in the relevant penal code section. Members of the public, including the victim(s) and/or 
the parent(s) of the victim(s), are not entitled to receive copies of reports that involve child 
abuse. At LAWAPD, although the list of approved parties is comprised of only official agencies 
or offices, not every official agency or office is approved. In fact, many law enforcement 
agencies are not allowed to receive copies of these reports. In the event that a person acting in 
an official capacity requests a child abuse report, LAWAPD will consult California Penal Code 
§11167.5 before taking any action. 


Requests for Reports Involving Death 
Per CPRA §6254f, documents pertaining to deaths investigated by or reported by LAWAPD are 


investigatory will be withheld from release but LAWAPD will provide the requestor with a letter 
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explaining why the requested information is not eligible for release. 
Requests for Daily Field Activity Reports (DFARs) 


Occasionally, LAWAPD will receive requests for Daily Field Activity Reports (DFARs). Per 
CPRA §6254f, DFARS are considered security files and LAWAPD will not release. 


Requests for Juvenile Arrest Records 


Per California Welfare and Institutions Code §827.9, juvenile arrest records are confidential and 
not eligible for release, including "9-line" or "blotter" information that would otherwise be 
released. However, in a few specific incidences, juvenile arrest records are eligible for release. 
For instance, the subject of the report, the parent or guardian of a minor who is the subject of 
the report or the attorney of the parent of a minor who is the subject of the report may receive 
copies of the report with the identifying information of other involved minors redacted. 
Otherwise, the release of juvenile arrest records is only permitted when the request is from: 


Other California law enforcement agencies (out of state agencies must file a petition with the 
judge presiding over the relevant case) 

Office of the Attorney General of California 

Any district attorney 

Department of Corrections 

Department of Youth Authority 

Any peace officer as specified in California Penal Code §830.1 

School district police 

Child protective agencies as defined in California Penal Code §11167.5 

An attorney representing the juvenile who is the subject of the juvenile police record ina 
criminal or juvenile Proceeding 


These parties are entitled to non-redacted versions of the documents. However, in the case of 
requests from Law Enforcement Officers, the LAWAPD LEO-to-LEO Information Release Policy 
will be consulted before any action is taken. 


Requests for Use of Force Reports 


Reports involving Use of Force qualify as both investigatory and personnel records and will not 
be released, per CPRA §6254f and 6254c, even to victims, suspects, or other parties involved in 
the incident in question. On occasion, a Use of Force Report may be attached to other 
requested documents, such as arrest reports. In these cases, if LAWAPD determines that part 
of the requested document is eligible for release, LAWAPD will remove and withhold information 
regarding the Use of Force. LAWAPD will provide the requestor with a notice of the withholding 
and cite the appropriate CPRA section(s). 


Requests for Communications Tapes and Dispatch Logs 


Tapes and dispatch logs documenting conversations between Communications staff and callers 
are considered records of complaints to a local police agency, and expressly exempted from 
release per CPRA §6254f. LAWAPD will withhold Communications tapes and dispatch logs 
from every public requestor, including media, absent a court order. However, per CPRA §6254f, 
certain investigatory file information must be released. Therefore, requestors are to be directed 
to the CPRA Compliance Desk, who will obtain the specific information through the Computer 
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Aided Dispatch (CAD) system and from LAWAPD police reports. Like a request for investigatory 
files such as crime reports, the CPRA Compliance Desk will respond to the request utilizing the 
Notice Regarding Request For An Audio or Video Tape to a Victim or Victim's Representative 
form. 


Requests for Video Surveillance Tapes 


Because video surveillance footage of screening stations contain sensitive national security and 
terrorism-preparedness information, which is exempted by CPRA §6254f, all tapes of these 
locations will be withheld from all public requestors, including media. 


Further, because the locations of other cameras throughout the airport and the pattern of 
surveillance realized by these cameras relate to policing practices, the LAWAPD asserts that 
tapes from these cameras are also security files, and are also exempted from release by 
§6254f. However, as with other investigatory and security files certain information must be made 
available. The same is true if an arrest was made. In these cases, the requestor should be 
directed to the CPRA Compliance Liaison in the Records Unit, who will fulfill the request in 
accordance with the stipulations of this policy as they pertain to investigatory files. 


Requests from Arrestees and Suspects 


While suspects and arrestees often request copies of reports of incidents to which they are a 
party, LAWAPD understands that they are not afforded special rights under the CPRA to receive 
copies of crime reports any more than any other non-victim member of the public. Further, per 
California Penal Code §841.5, LAWAPD will not disclose the contact information of witnesses 
and victims of crimes to arrested parties. The code states that "no law enforcement officer or 
employee of a law enforcement agency shall disclose to any arrested person, or to any person 
who may be a defendant in a criminal action, the address or telephone number of any person 
who is a victim or witness in the alleged offense." LAWAPD remains compliant by electing to 
redact witness and victim contact information from all crime and arrest reports when they are 
released to eligible parties. 


Requests for Reports Maintained Simultaneously by Multiple Agencies 


LAWAPD maintains copies of documents written by other agencies (i.e. - courtesy reports, 
LAPD reports, etc.) and documents maintained by other departments. The agency that 
maintains the original copy of the report or the investigating agency is considered the lead 
agency with respect to CPRA requests. LAWAPD will not release any report, document or 
information created by another agency, and requestors will be directed to the lead agency. 
Because LAPD is the investigating agency with respect to criminal incidents initially reported by 
LAWAPD, these crime reports will not be released. Instead, requestors will be directed to the 
LAPD Records Section. 


Requests for Information Not Already Retained 


While LAWAPD is required to release eligible documents, LAWAPD is not required to compile 
information not already maintained in some form, per CPRA §6262. Per CPRA §6254a, some 
preliminary drafts, notes, inter or intra-agency memos may be withheld if non-disclosure serves 
a legitimate public interest. However, despite CPRA exemptions, LAWAPD is required to help a 
member of the public shape a request to find responsive records that contain the information 
they seek (§6253a). 
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14/2.6 Release of Information to Outside Divisions or Agencies 


All requests for information from other LAWA divisions or agencies that are not encompassed by 
existing California Public Records Act (CPRA) Policy shall be routed, via chain of command, to the 
Office of the Chief of Airport Police for review and approval (refer to Section 5/8.20 of the Airport Police 
Manual - Chain of Command). 


While CPRA policy specifically addresses requests from the media and the disclosure of confidential 
information in general, some requests do not fit in the formalized procedure. It is important in these 
instances that responses are communicated via chain of command for review and approval by the 
Chief of Airport Police. 


14/3 


14/3.1 


A. 


Reporting Requirements 

LAWA Police Reports - General 

Duty of Employee to Make 

An employee shall complete all reports necessary to the efficient performance of his/her job. 
Report Writing Style 

LAWA/LAX and LAWA/VNY 

All personnel shall complete the Narratives of all LAPD Reports in the first person style of 
reporting. A copy of the first person style of writing from LAPD Report Manual and an example 


of a first person style arrest report narrative are available for all personnel. 


When writing reports, use only one (1) side of the paper. If the form is one that needs both sides 
use the Continuation Sheet when possible. 


LAWA/ONT 

LAWA/ONT shall follow Ontario Police reporting procedures. 
LAWA/PMD 

LAWA/PMD shall follow LASD reporting procedures. 
Completion of Reports 


All written reports submitted by members of the LAWA Police shall be prepared using upper- 
case block letters. Black ink or legible #2 pencil shall be used on all reports. 


All computer-generated reports submitted by members of the LAWA Police shall be prepared 
using an approved computer-generated form and completed in Arial 11 font. All capital lettering 
shall not be used when completing computer-generated forms. 

Absent exigent circumstances and supervisory approval, all reports shall be completed and 
submitted for approval by a supervisor prior to going End of Watch (EOW). 
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D. Supervisory Review of Completed Reports 


1. Supervisors are responsible for review and approval of "any and all" reports submitted by LAWA 
Police employees. 


Note: One of the major functions of any written report is to communicate information concerning 
an arrest or incident to a person not present at the location of occurrence. Supervisors shall be 
responsible for ensuring that a report contains all pertinent information and/or elements of a 


crime. 

2: Supervisors are expected to work together, as a team, when a report review/approval is 
required. 

3. Being off duty at the time the reported incident occurred is not an acceptable reason for not 


reviewing/approving reports in a timely manner. 


4. Reports shall not remain inactive while a particular sergeant returns to duty. Should questions 
arise after a sergeant has reviewed a report, questions must be resolved or clarified with the 
reporting officer and to the satisfaction of the reviewing sergeant prior to final submission. 


14/3.2 Investigative Reports - Routing and Processing (LAWA/LAX and LAWA/VNY) 
A. When Reports are to be Taken 


LAWA Police Officers shall complete an Investigative Report (IR) whenever it comes to the 
attention of the LAWA Police that an applicable crime or lost item occurring within their 
jurisdiction is reported. 


Note: LAPD will continue to be notified prior to completing reports for crimes of violence with 
injuries, safe burglaries and thefts involving stolen property in excess of $5,000. 


B. Completion and Approval of Reports 


Investigative Reports (IR's) shall be submitted, immediately upon completion, to the on-duty 
Patrol Services Section Watch Commander or designee for immediate review and approval. 
The reviewing supervisor shall legibly print his name and serial number on the lower left hand 
side of the report. The report event number, obtained from Communications Unit or the desk 
officer, shall be written on the lower left-hand side of the report. 


C. Distribution of Reports 


The report shall be copied after review, with a copy being routed to Record Unit via the mail 
drop box located in the Holding Facility. The original IR shall be placed in the mail tray marked 
"LAPD-LAX." 


At the conclusion of each Patrol Services Section Roll Call, the Watch Commander shall 
designate a unit to deliver the accumulated IR's to the LAPD-LAX substation. Under no 
circumstances shall PIR's be delivered later than twenty-four (24) hours after completion by 
LAWA Police Officers. 
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Reports Requiring Correction 

Supervisors noting needed corrections on IR's shall return the report to the concerned officer for 
immediate correction. EOW reports shall be reviewed, corrected (if necessary), initialed by a 
supervisor and delivered to the front desk prior to the reporting officer being released from duty. 
Reports shall not be kept for correction longer than twenty-four (24) hours. 

Auto Crime Reports 

To assist Los Angeles Police Department (LAPD) Auto Detectives in compiling a suspect Modus 
Operandi (M.O.) file, officers shall include the following information on every auto Investigative 
report: 

If vehicle is damaged, or entered, but no property is taken, crime shall be VANDALISM. 


Indicate lot and row number where parked - if known, use section, i.e., N/E corner of lot, S/W 
corner, etc. 


Under M.O., describe exact method of entry, any pry marks on window frame, pried under door 
handle, smashed window with pry marks on frame, etc. 


If radio was taken, indicate if dash was damaged, or if it was removed neatly. Also wires, if cut 
or pulled apart. 


Lost Property Reports 

Whenever a member of the public desires to report lost property, a “Lost Property” report shall 
be completed by the Officer receiving the request. Citizens inquiring about recovering lost items 
shall be offered the opportunity to file a "Lost Property" report. 


Lost property is reported on an Investigative Report. A careful investigation should be 
conducted to rule out the possibility of theft prior to classifying the report as "lost property.” 


Courtesy Reports - LAWA/LAX and LAWA/VNY 

Taken by LAWA Police Officers 

LAWA Police Officers are frequently called upon to complete reports for crimes that did not 
occur in the City of Los Angeles. These reports are commonly known as "Courtesy Reports,” 
since they are completed as a courtesy to the concerned law enforcement agency. 

Courtesy Reports shall only be completed when all the following conditions exist: 

The person reporting is a Los Angeles City resident; and 

Exigent circumstances exist (e.g. travel distance to the concerned jurisdiction is extreme); and 


The concerned jurisdiction does not complete a telephonic report; and 


Prior approval is obtained from a supervisor or LAPD detective. 
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Note: Courtesy Reports shall not be taken telephonically. 
Received by the LAWA Police 


Whenever the Records Unit receives a courtesy report taken by and received from another law 
enforcement agency, the report shall be forwarded to the on-duty Watch Commander. 


The Watch Commander shall assign an officer to complete a Police Report based on the 
information contained in the courtesy report. 


Upon completion, the courtesy report shall be attached to the Police Report and processed as 
outlined in Section 14/3.2. 


14/3.4 Telephonic Reports 


LAWA/LAX and LAWA/VNY 


A. 


The following crimes may be reported telephonically when no unusual circumstances exist 
which require a field investigation: 


Stolen vehicle, when: 

The person reporting is the registered owner or lessee of the vehicle; AND, 

The officer taking the report has verified through Department of Motor Vehicles files: 
The registration and ownership of the vehicle; 

The identity of the reporting person 


Note: Stolen vehicle reports shall not be taken telephonically for rented vehicles. Burglary/Theft 
from vehicle, or Plain Theft, when: 


The property taken is valued at less than $3,000, as established by the Memorandum of 
Agreement with LAPD; AND 


The person reporting is the owner of the property taken. 
Grand Theft - Pickpocket when: 
The suspect is not at the scene; 


There is no possibility of locating the suspect through a limited follow-up investigation by field 
personnel; AND, 


The property taken is valued at less than $3,000, as established by LAPD protocol. 
Battery, when: 


No additional battery is likely to occur; AND, 


Manual of the Los Angeles World Airports Police 


CHAPTER XIV — Records 


b. The injury, if any, does not require immediate medical attention, AND, 

CG: The injury was not the result of an act of domestic violence. 

5, Lewd/Annoying Phone Call, when the reporting person is in no immediate danger. 

6. Any misdemeanor reportable on a Preliminary Investigation Report, when: 

a. The amount of damage is estimated at less than $3,000, as established by LAPD protocol; and, 
b. The offense is not directly related to a labor dispute; AND, 

C The offense has no racial, ethnic, or religious connotations. 

B. Processing of Telephonic Reports 


Telephonic Reports shall be processed as outlined in Section 14/3.2. 


Note: LAWA/ONT shall follow Ontario Police Telephonic Reporting procedures. LAWA/PMD shall follow 
LASD Telephonic Reporting procedures. 


14/3.5 Reporting Districts 
LAWA/LAX and LAWA/VNY 


All reports that are made for the benefit of, and forwarded to the Los Angeles Police Department, 
including all crime and arrest reports, shall include the appropriate LAPD Reporting District information. 


LAWA/ONT 

LAWA/ONT shall use Ontario Police Reporting District information. 

LAWA/PMD 

LAWA/PMD shall use LASD Reporting District information. 

14/3.6 Warrant Arrest Report 

Whenever a suspect is arrested and booked for warrants only, the arresting officer shall complete the 
Warrant Arrest report, and attach it to copies of the warrant abstracts. This form is to be used on 


immediate cash bailouts when the jailer does not fill out the long form booking face sheet. The form 
shall be completed entirely, when applicable, and a line is drawn through those areas, which do not 


apply. 

In the narrative section, provide a brief account of the probable cause leading to the arrest, 
transportation, and booking of the subject. If the jail officer does type out the long form, a copy shall be 
obtained and turned in along with copies of the abstracts. 

14/3.7 Injury Reports 


Whenever emergency medical services (including contract EMS or fire department paramedics) 
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respond to a reported injured or sick individual within the reporting area of the LAWA Police, a LAWA 
Police officer shall be dispatched. The officer shall: 


A. Complete an injury Report only if the individual’s illness or injury is life threatening and/or the 
injury is the result of an incident involving LAWA or City of Los Angeles property. If the victim is 


a LAWA employee an injury report shall be taken regardless of the victim’s injuries and/or 
illness. 


Note: When no report is necessary, the officer shall include the victim’s name on their DFAR. 


The injury report shall include all victim’s information and indicate whether the victim was 
transported to a medical facility for further treatment; 


Note: If the victim refuses to have a report taken, the officer shall request the victim sign the 
Injury form indicating he/she does not want a report taken. If the victim refuses to sign the form, 
the officer shall request a witness (i.e. - EMS personnel, airline representative, TSA personnel, 
etc.) sign the report. 


B. Notify the Central Utility Plant (CUP) or maintenance immediately on all injury investigations 
involving a slip, fall, or elevator/escalator incident. The quick response of maintenance 
personnel is critical to the investigation and correction of potential deficiencies. 


Note: Officers shall make all CUP or maintenance notifications a priority and not wait until after 
they write the report. 


1. The Central Utility Plant (CUP) will make notification to the Department of Building and Safety. 


2. The assigned Building and Safety Inspector will contact the on-duty Watch Commander to 
request a copy of the Injury Report. 


3. The Watch Commander shall verify the Inspector's identity and upon verification, contact the 
LAWA/LAX Police Operations Center and authorize release of the report. 


14/3.8 Reporting Requirements for All TSA Incidents 

The TSA is responsible for conducting inspections of the airport’s facilities and security procedures as 
the regulating authority. On occasion, deficiencies are noted that may result in a civil penalty 
assessment. A complete report of the incident will assist in defending LAWA during civil penalty 
assessment hearings. 

To ensure that all available information is documented as soon as possible after the incident occurs, all 
officers responding to a call for service or incident that involves the TSA shall, at a minimum, complete 
an Employee’s Report, including field interview cards when appropriate, and forward a copy, as soon 
as possible, to the Vulnerability Assessment and Analysis Unit for follow-up investigation. 

14/3.9 Daily Field Activity Reports (DFAR) 

A. Officer’s Responsibility 


All officers assigned to any Section requiring a Daily Field Activity Report (DFAR) shall complete 
the DFAR, which shall accurately and truthfully reflect all their activity during their assigned 
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watch. Officers shall be responsible for updating their DFAR throughout the watch. The DFAR 
shall be completed with a #2 pencil, mechanical pencil, or black ink pen. The information shall 
be printed neatly and legibly. DFARS shall be submitted to a supervisor at the end of the 
officer’s watch, or prior to the officer leaving the station for the day. DFARS found to be illegible 
or incomplete shall be returned to the officer for correction and resubmitted. Officers assigned to 
foot beat shall utilize the canary colored DFAR form. All other officers shall utilize the white 
colored DFAR form. 


Procedures for Use of DFAR form 
Patrol Services Section 
Officers shall complete the PSS DFAR form, by columns, in the following manner: 


INCIDENT NUMBER - This column is used to record the incident number of an event the 
reporting officer was involved in. 


TIME - The time the officer initiated activity, received the call or responded to an incident in the 
“R “space, and the time the officer cleared the call in the “C “space. 


SOURCE - How did the officer become aware of the incident? The following is a list of 
acceptable SOURCE abbreviations to use in this column: 


R/C - Radio Call. Can be used for MDS assignments dispatched by Communications Section. 
Should be used if the officer is responding as a backup unit to a radio broadcast of “Officer 
Needs Help”, “Officer Request for Backup,” or any other radio broadcasts requesting additional 
officers respond. 


OBS - Observation. Anything the officer observes that turns into an event number. Can include 
vehicle/pedestrian stops. 


CTZ - Citizen reporting an incident in which an event number is created. Airport tenants and 
their employees are also considered a citizen source. 


SUPV - A special detail or assignment given to the officer by a supervisor of any rank (i.e. L-10, 
Commander 3, etc.). 


OTH - Other source. This would be used for any information received from another Bureau 
source, a governmental agency employee or other law enforcement officer in which an event 
number is created. 


LOCATION OF ACTIVITY - Where did the incident occur? Officers shall give specific addresses 
and/or detailed location of incidents (i.e. - 501 Parking Structure, 3rd Level, Southwest corner; 
Lower Level, 200 World Way curbside, Pillar #123). This column shall also be used for the 
location of Code 7 and Code 15. 


TYPE OF ACTIVITY - Specify the type of call or activity involved in. The use of Penal Code 
Section numbers with the call is acceptable. Officers shall record and report all activity they are 
involved in, and include a short narrative description of their assigned call, including arrests, 
“Help/Assistance/Backup” responses, traffic control, Code 7 and 15's, etc. 
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DISPOSITION - What was the final outcome of the incident? Was a report filed? What kind of 
report? Who was the primary unit on the call? Any suspects field interviewed, arrested, 
detained, or booked? Give as detailed a conclusion as space allows. 


SUPERVISOR, CITATION No., NAME OF F.I. (Field Interview) - This column shall contain the 


following information: 


SUPERVISOR - If a supervisor assigned the call, responded to the call, or was requested to 
respond to the scene, record the name and rank of the appropriate supervisor in this column. 


CITATION No. - Record the citation number(s) of any Personal Service Citations, Absentee 
Citations, or Field Citations issued. 


NAME OF F.I. - Record the name of any subjects F.1.’ed, detained, or arrested in this column. If 
multiple subjects, use DISPOSITION section if necessary. 


EVENT No. - Record the Event Number of the incident. LAPD booking numbers and DR 
numbers are not acceptable. 


Statistical Information Section 


PSS officers shall complete the Statistical Information Section on their respective DFAR as 
follows: 


ACTIVITY - Tally the number of sources and place the total number in the correct box. 
The "ASST" (Assistance) box shall be marked whenever an Officer: 

Responds as a secondary unit to a radio call; 

Assists with the transportation/booking of an arrestee; 

Responds as a backup unit; or, 

Responds to assist another agency. 


ENFORCEMENT - Tally the number of citations issued and F.|.’s completed and place the total 
number in the correct box. 


ARRESTS - Classify the type of arrest(s) completed and place the total number in the correct 
box. 


Note: Only the officer completing the report shall claim the arrest. All other officers involved will 
mark the "ASST" box in the "Activity" Section (In the event that two officers (i.e. Adam-Unit) are 
involved in the observation and arrest of a suspect, each officer will claim one half (0.5) of the 
observation and arrest. If one officer observes an illegal act and another officer affects the 
arrest, then the officer having observed it will take credit for the observation and the officer 
affecting the arrest will take credit for the arrest). 


REPORTS - Tally the number of reports completed and place the total number in the correct 
box (Refer to Section H.1 for Adam Units). 
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|.D. GHECKS - Tally the number of |.D. checks and place the total number in the correct box. 


SECURITY CHECKS - Tally the number, type, and location of security checks completed and 
place the total number in the correct box. 


ESCORTS - Tally the number of escorts and place the total number in the correct box. 


If an officer discovers that his/her DFAR form is full, a second Daily Field Activity Report shall be 
used to record any additional activity occurring during the officer's tour of duty. 


Two man units, Line 1 and 2 were added for two man units to separate their activities for 
statistical purposes. They correspond with lines for each officer to list their names, serial 
numbers, badge numbers, radio numbers and when each officer is on/off duty. 

Both officers can claim radio calls, assistance calls, perimeter checks, alarm checks, special 
details, and escorts. However, any observation resulting in citation or report shall be claimed by 
the officer actually completing the paperwork (In other words, he/she claims both the 
observation and the report for statistical purposes). 

For Field Training Officers (FTO) with trainees, FTO’s and trainees shall not separate their daily 
statistical information. The trainee’s name shall be written on line two, but all statistical 
information shall be entered on line one along with the FTO’s name. 

CEU Daily Field Activities Report 


Officers assigned to the Commercial Enforcement Unit (CEU) shall follow the same procedures 
as outlined in Subsection B.1.a - g. 


Statistical Information Section 

Officers shall complete the Statistical Information Section in the following manner: 

RADIO - Used for MDS assignments, or radio calls dispatched by Communication Unit. 

OBS - Indicate the number of observation you make. An observation is anything the officer 
observes that turns into an event number from the reverse side of the CEU DFAR, or a Personal 
Service Citation. All other citations will be counted as one observation if written at the same 


location in a short span of time. 


CTZ - Indicate the number of citizens that come to you reporting an incident in which an event 
number is created. 


F/I - Indicate the number of field interview forms you complete and turn in. 
VEH/IMP - Indicate the number of vehicles you impound. 
ASST - Shall be marked whenever an officer responds as a secondary unit to a radio call; 


assists with the transportation/booking of an arrested person; responds as a backup unit; or 
assists another agency. 


Manual of the Los Angeles World Airports Police 


CHAPTER XIV — Records 


TREF/CON (Traffic Control)- Indicate the number of hours and minutes worked providing traffic 
control. 


FEL - Indicate the number of persons booked for felonies. 

MISD - Indicate the number of persons booked for misdemeanors. 

PROB VIOL - Indicate the number of persons booked for probation violations. 
WARR - Indicate the number of persons booked for warrants. 

ADMIN - Indicate the number of Ground Transportation Vehicle Citations written. 
BOHN - Indicate the number of Board Order Hearing Notices written. 

PSC - Indicate the number of Personnel Service Citations written. 

PKG - Indicate the number of Parking Citations written. 

OTHER block - indicate the number of forms (i.e. - DMV 310, re-examination, etc.). 
Reports 

Record the number of each type of report written. 

Officers shall complete the CEU DFAR citation section by columns listing each violation written. 
In the "ENF CODE" column the following codes shall be used: 
G - for the Ground Transportation Vehicle Citation 

H - for the Board Order Hearing Notice 

N - for the Personnel Service Citation 

A - for the Parking Citation 

In the "OP CAT" column use the following codes: 

F - for franchised cabs 

U - for enfranchised cabs 

V - for shuttle vans 

C - for courtesy trams 

B - for buses (charter party carriers) 


R - for crew transits 
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L - for limousines 

P - for privately owned vehicles 

O - for other (field cites, pedestrians, etc.) 

M - for miscellaneous commercial vehicles (tractors, trailers, etc.) 
Bicycle Patrol Daily Field Activities Report 


Officers assigned to the Bicycle Patrol Unit shall follow the same procedures as outlined in 
Subsection B.1.a - g, and provide any additional information required on this report. 


Traffic Control Unit Daily Field Activities Report 


Officers assigned to the Traffic Control Unit shall follow the same procedures as outlined in 
Subsection B.1.a-g, when appropriate, and provide any additional information required on this 
form. 


Statistical Information Section 
Officers shall complete the Statistical Information Section in the following manner: 
Activity Section 


RADIO - Indicate the number of radio calls received from Communications Unit that changed 
your assignment. 


OBS - Indicate the number of observations (parking citations, impounds, etc.) you made. An 
observation is any event that Communications Unit issues an event number for. A group of 
citations shall be considered one observation if written at the same location over a short span of 
time. 


CTZ REQUEST - Indicate the number of citizen request for service you received. A "citizen 
request" is any request for service that requires you to radio Communications Unit for an Event 
Number or any request for service that detracts from an officer's normal duties (i.e. - A citizen 
asks an officer to assist them in locating a missing child, person, or vehicle). The number of 
requests for service shall be detailed in this box. Officers may not use the same event for both 
an Observation and a Citizen Request statistic. 


AGENCY REQUEST - Indicate the number of requests for service you receive (that are within 
the scope of your duties) by an outside agency (ies). 


TREF/CON - Indicate the number of hours and minutes you worked providing traffic control. 
Traffic control takes place when you are in an intersection, at the openings of the island or ina 
crosswalk directing traffic. 


OTHER - Indicate the number of other duties or functions you were asked to complete that 
caused you to leave your assigned work location. 


Enforcement Section 


Manual of the Los Angeles World Airports Police 


CHAPTER XIV — Records 


PKG - Indicate the number of parking citations you issued during your watch. 
IMP - Indicate the number of vehicles you impounded during your watch. 
Reports Section 

E/R - Indicate the number of Employee Reports you wrote. 

OTHER - Indicate the number of other reports you wrote. 

Miscellaneous Sections 


COURT - On the “Court Disposition” form, Indicate the number of hours and minutes spent in 
court when summoned by subpoena. 


TRAINING - Indicate the number of hours and minutes spent in training. 

SPL.DET - Indicate the number of hours and minutes you were assigned to a special detail. 
OT - Indicate the number of hours and minutes you work over time. 

SUPVR., CITATION NO. 

This column shall contain the following information: 

SUPVR. (SUPERVISOR) - Put the supervisor’s name that held roll call on the first line. On 
subsequent lines, enter the name of the other supervisor(s) that assigned you a call or 
assignment, that responded to the call for service, or was requested to respond to the scene of 
an incident. 

CITATION No. - Record the citation number(s) of any citation you write at each location. 

Other Information 

All officers shall complete any other information required on the DFAR or pertinent to the 
officer’s assignment for that day. Supervisors are authorized to order officers to enter specific 
details onto their DFARS. 

Proper EOW Submission of DFAR 

Absent exigent circumstances and supervisory approval, all officers shall submit an acceptable 
DFAR directly to the sergeant or his designee either at the kit room or, if assigned to a 
specialized unit, to that unit’s supervisory personnel prior to being released off-duty. 

DFARS left at the Kit Room or the Sergeants’ Office shall not be accepted. The officer(s) whose 
name(s) appear on the DFAR shall be held accountable for failing to comply with proper 
submission of the DFAR. Any officer who leaves the station without properly submitting a DFAR 


and checking in with an on-duty supervisor shall be considered AWOL/Desertion of Work 
Assignment. 
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Supervisor's Responsibility 


Supervisors shall check DFARS for completeness, neatness, and accuracy. Any DFARS found 
to be incomplete, illegible, or messy shall be returned to the officer for correction or 
resubmission. 


DFAR Inspection during normal working hours 

Supervisors shall request officers to present their DFARS for inspection of current, accurate, 
and detailed entries at any time during the course of the watch. All DFAR Inspections shall be 
documented on the Sergeant’s Daily Report. Watch Commanders shall review the Sergeant’s 
Daily Report and monitor supervisors for compliance. 

Submission of Deficient DFAR or Failure to Submit DFAR at EOW 

Officers who submit a DFAR deficient in pertinent and timely information or fail to submit a 
DFAR shall receive a Record of counseling by their supervisor for the first occurrence of Failure 
to Comply. Continued patterns of Failure to Comply will result in further supervisory action. 
Official Police Records 


The courts have deemed DFARS to be official Police Records, and as such, may be 
subpoenaed in court as evidence. 


14/3.10 Follow-up Report Requests - LAWA/LAX 


A. 


E. 


14/3.11 


A. 


1. 


All Follow-up Report requests originating from the Court Liaison Officer shall be forwarded to 
the Patrol Services Section Adjutant. 


The Follow-up Report request will be assigned a tracking number and a due date, which will be 

established based on the cite-back date indicated on the citation or due date indicated on the 

Follow-up Report request. The project shall be forwarded, along with a Project Assignment 

Sheet, to the concerned officer's supervisor. 

Prior to returning the project to the Patrol Services Section Adjutant, the supervisor shall be 

responsible for insuring the project is complete. Incomplete projects shall be returned to the 

supervisor for further processing. 

The Project Assignment Sheet, along with the Follow-up Report and any other needed 

documentation shall be returned to the Patrol Services Section Adjutant on or before the 

established due date. 

The completed Follow-up Report shall be forwarded to the Court Liaison Officer for processing. 
Processing Complaint Applications (LAWA/LAX and LAWA/VNY) 

Complaint Applications - Property Booked 

Whenever evidence is booked in connection with a Complaint Application, officers shall: 


Obtain a DR number from LAPD; 
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2. Attach a printout of the suspect's Driver's History and any information obtained from the 
California Criminal History Reporting System to the Complaint Application; 

3. Request a supervisor review and approve the completed Complaint Application prior to 
processing; and, 

4. Send two copies of the Complaint Application to the appropriate Division Records Unit and 
forward the original Complaint Application and printouts to the Court Liaison Officer for 
processing. 

B. Complaint Applications - No Property Booked 
If no evidence is booked in connection with a Complaint Application, officers shall: 

1. Attach a printout of the suspect's Driver's History and any information obtained from the 
California Criminal History Reporting System to the completed Complaint Application; 

2. Request a supervisor review and approve the completed Complaint Application prior to 
processing; and, 

3. Forward the completed, approved Complaint Application to the Court Liaison Officer for 
processing. 

14/3.12 Field Interview Cards 

A. LAWA Police shall use LAPD format style Field Interview Cards. 

B. Field Interview Cards shall be filled out completely. The pertinent circumstances of each contact 
shall be listed in the narrative remarks section. 

C. Officers shall submit all completed Field Interview Cards with their DFAR at EOW as outlined in 
Section 5/7.3. 

D. Supervisors shall review all submitted Field Interview Cards and initial them prior to submitting 
them to Records Unit. Any Field Interview Cards found to be incomplete shall be returned to the 
officer for completion. 

Ec. Records Unit shall enter all Field Interview Card databank file and forward the original cards to 
the front desk. 

EF; Field Interview Cards will be filled at the front desk area by alphabetical order of suspects last 
name. 

G. Field Interview Cards shall be retained per current LAWA documentation retention policies (see 
Section 14/2.3). 

14/3.13 Duty Operations Officer, Watch Commander, and Supervisor Logs 


Duty Operations Officer, Watch Commander and Supervisor Logs provide management with a 
written report of the activity occurring during the watch, and should contain any significant 
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occurrence the supervisor responded to, personnel issues the supervisor became aware of or 
initiated, inspections of personnel or facilities that the supervisor initiated, notifications made 
and to whom the notifications were made, and any problems which the supervisor observed or 
was advised of during the watch. 


All sworn and non-sworn Duty Operations Officers, Watch Commanders and Supervisors 
assigned to any Section requiring a Duty Operations Officer, Watch Commander and/or 
Supervisor Log shall complete the appropriate log, which accurately and truthfully reflects all 
their activity during their assigned watch. 


Logs shall be typed and current to within one hour. 


Any periods out of the field in excess of thirty minutes shall be documented in the Supervisor 
Log. 


Patrol Services Section Duty Operations Officer, Watch Commander and Supervisor Logs shall 
be submitted at EOW both in hard copy and electronically, as directed by the concerned 
Commanding Officer. Logs shall be reviewed and approved within twenty-four (24) hours. 


All other Logs shall be submitted at the end of the supervisor's watch, or prior to the supervisor 
leaving his/her work location for the day. 


Logs found to be illegible or incomplete shall be returned to the submitting employee for correction and 
resubmission. 


14/3.14 Report Writing Procedures for Laser Pointing or Sighting Incidents 


If a LAWA Police officer responds to a report of a Laser incident, the officer shall: 


A. 


B. 


Determine who the reporting party is (i.e. FAA Tower, TSA, Airfield Operations, etc.); 


Gather information about the Laser sighting or Laser tracking incident and complete a Crime 
Report. The report shall include: 


The name and contact telephone number of the pilot reporting the incident; 


Injuries sustained, if any; 
Direction of travel and altitude of the aircraft; 


A ground direction of where the Laser was sighted (i.e. a grid location, approximate ground 
location, landmark, major streets or highways, etc.); 


Did the Laser enter the cockpit? 

How long did the Laser stay illuminated in the cockpit? 
What color was the Laser (i.e. green or red)? 

The aircraft tail registry number. 


Note: In all cases related to Laser pointing or sightings, officers shall complete a Crime Report, 
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whether or not the listed information is provided or obtained. 


C. Contact the local FBI office that has jurisdiction for the LAWA airport where the incident was 
reported and provide the FBI duty agent with all the information about the Laser incident. 


D. Forward a copy of the Crime Report to LAWA Police Homeland Security Section Detectives, 
Intelligence Unit. 


14/3.15 FBI Notifications 
A. Reportable Incidents 


The following incidents shall be reported: 


1. Interference with the flight crew or other crimes/incidents aboard aircraft; 

2. All federal crimes; 

3. All bomb threats (specific and non specific); 

4. Information relating to the possible surveillance of an aircraft or airport facility; 

5; Any correspondence received that could indicate a potential threat to civil aviation 
B. Required Information 


Information reported shall include, as available and applicable, and to the extent not legally 


prohibited: 
1. The name of the reporting person and call back number; 
2. Nature of the incident you are reporting; 
3. The names and other biographical data, as available, of individuals involved in the threat, 


incident, or activity; 
4. The source of any threat information; 
5. Flight Information and estimated time of arrival, if not on the ground. 
C. Watch Commander's Responsibility 


The Watch Commander is responsible for ensuring that these types of notifications are made 
immediately. 


D. Documentation of Notification 
Any incident requiring FBI notification shall be documented in any report generated, the involved 


officer(s) Daily Field Activity Report (DFAR) even if no report is required, and in the Watch 
Commander's Daily Log. The documentation shall include: 
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The description of the incident; 

The time the FBI was notified; 

The name of the FBI agent who was notified; and, 
The disposition of the incident. 


A copy of the report and/or description of the incident shall be forwarded to Homeland Security 
Section detectives. 


14/3.16 Reporting Incidents Potentially Related to Foreign or Domestic Terrorism 


A. 


Policy 


It is the policy of the Los Angeles World Airports Police Department to make every effort to 
accurately and appropriately gather, record and analyze information, of a criminal or non- 
criminal nature, that could indicate activity or intentions related to either foreign or domestic 
terrorism. 


These efforts shall be carried out in a manner that protects the information privacy and legal 
rights of Americans, and therefore such information shall be recorded and maintained in strict 
compliance with existing federal, state and department guidelines regarding Criminal 
Intelligence Systems (28 Code of Federal Regulations (CFR), Part 23 and applicable California 
State Guidelines). 


Definitions 

Suspicious Activity Report - A Suspicious Activity Report (SAR) is a report used to document 
any reported or observed activity, or any criminal act or attempted criminal act, which an officer 
believes may reveal a nexus to foreign or domestic terrorism. The information reported in a SAR 
may be the result of observations or investigations by police officers, or may be reported to 
them by private parties. 

Incidents which shall be reported on a SAR are as follows: 


Engages in suspected pre-operational surveillance (uses binoculars or cameras, takes 
measurements, draws diagrams, etc.); 


Appears to engage in counter-surveillance efforts (doubles back, changes appearance, evasive 
driving, etc.); 


Engages security personnel in questions focusing on sensitive subjects (security information, 
hours of operation, shift changes, what security cameras film, etc.); 


Takes measurements (counts footsteps, measures building entrances or perimeters, distances 
between security locations, distances between cameras, etc.); 


Takes pictures or video footage (with no apparent esthetic value, i.e. camera angles, security 
equipment, security personnel, traffic lights, building entrances, etc.); 
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Draws diagrams or takes notes (building plans, location of security cameras or security 
personnel, security shift changes, notes of weak security points, etc.); 


Abandons suspicious package or item (suitcase, backpack, bag, box, package, etc.); 


Abandons vehicle (in a secured or restricted location i.e. the front of a government building, 
airport, etc.); 


Attempts to enter secured or sensitive premises or area without authorization (i.e. trespassing or 
attempting to enter the Air Operations Area or other restricted areas of airport, secured areas at 
significant events such as appearances by politicians, etc); 

Engages in test of existing security measures (i.e. “dry run”, security breach of airport perimeter 
fencing, ACAMS doors, etc., creating false ACAMS door alarms in order to observe reactions, 
etc.); 


Attempts to smuggle contraband through access control point (airport screening checkpoint, 
security entrance points at airport tenant gates, etc.); 


Makes or attempts to make suspicious purchases, such as large amounts of otherwise legal 
materials (i.e. pool chemicals, fuel, fertilizer, potential explosive device components, etc); 


Attempts to acquire sensitive or restricted items or information (LAWA Security Badge, plans, 
schedules, etc); 


Attempts to acquire illegal or illicit explosives or precursor agents; 
Attempts to acquire illegal or illicit chemical agent (nerve agent, blood agent, blister agent, etc.); 
Attempts to acquire illegal or illicit biological agent (Anthrax, Ricen, Eboli, small pox, etc.); 


Attempts to acquire illegal or illicit radiological material (uranium, plutonium, hospital x-ray 
discards, etc.); 


In possession, or utilizes, explosives (for illegal purposes); 


In possession, or utilizes, chemical agent (for illegal purposes, i.e. dry ice bomb, chlorine, 
phosgene, WMD attack, etc); 


In possession, or utilizes, biological agent (for illegal purposes, i.e. terrorist device, WMD ora 
tool of terrorism, etc.); 


In possession, or utilizes, radiological material (for illegal purposes, i.e. as a weapon, etc.); 


Acquires or attempts to acquire uniforms without a legitimate cause (Airline employee uniforms, 
aircraft service company uniforms, government uniforms, etc); 


Acquires or attempts to acquire official or official-appearing vehicle without a legitimate cause 
(i.e. emergency or government vehicle, etc.); 


Pursues specific training or education which indicate suspicious motives (flight training, 
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weapons training, etc); 
Stockpiles unexplained large amounts of currency; 


In possession of multiple passports, identifications or travel documents issued to the same 
person; 


Espouses extremist views (verbalizes support of terrorism, incites or recruits others to engage in 
terrorist activity, etc.); 


Brags about affiliation or membership with extremist organization (“white power”, militias, KKK, 
etc.); 


Engages in suspected coded conversations or transmissions (i.e. email, radio, telephone, etc., 
i.e. information found during a private business audit is reported to police); 


Displays overt support of known terrorist networks (posters of terrorist leaders, etc.); 
Utilizes, or is in possession of, hoax/facsimile explosive device; 
Utilizes, or is in possession of, hoax/facsimile dispersal device; 


In possession of, or solicits, sensitive event schedules (i.e. Airport Commission Board Room, 
Flight Path Learning Center); 


In possession of, or solicits, VIP Appearance or Travel Schedules; 
In possession of, or solicits, security schedules; 

In possession of, or solicits, blueprints to sensitive locations; 

In possession of, or solicits, evacuation plans; 

In possession of, or solicits, security plans; 

In possession of, or solicits, weapons or ammunition; 


In possession of, or solicits, other sensitive materials (access codes, security sensitive 
information, etc.); and, 


In possession of coded or ciphered literature or correspondence. 

Involved Party (IP) - An involved party (IP) is an individual that has been observed engaging in 
suspicious activity of this nature, when no definitive criminal activity can be identified, thus 
precluding their identification as a suspect. 


Procedures 


Note: The following procedures shall be adhered to by all sworn employees, regardless of their 
area of assignment. 
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Employees — Responsibilities 


Any LAWA Police employee receiving any information regarding suspicious activity of this 
nature shall: 


Investigate and take appropriate action, to include any tactical response or notifications to 
specialized entities. 


Note: This section does not preclude, in any way, an employee taking immediate action during 
the commission of a criminal act, or in circumstances which require the immediate defense of 
life, regardless of the nature or origin. 


If the activity observed is not directly related to a reportable crime, officers shall record the 
information collected from the person reporting, or their own observations, on an LAPD 
Investigative Report (IR), titled “Suspicious Activity” (also referred to as a Suspicious Activity 
Report or SAR) in accordance with the following guidelines: 


If the person reporting (R) is willing to be contacted by investigators, they shall be listed within 
the Involved Persons portion of the IR. Officers shall consider utilizing a “Request for 
Confidentiality of Information, “Form 03.02.00, to ensure confidentiality. If absolutely necessary, 
officers can enter “Anonymous” for person reporting. Any desire by a person reporting to remain 
anonymous does not exempt officers from the requirement to complete a IR. 


If the potential target of the activity can be identified, such as a government building or official 
being surveilled, that location or individual shall be listed within the “Victim” portion of the IR. 
Otherwise the “City of Los Angeles” shall be listed as the victim. 


If the information includes an involved party (IP), officers shall identify or fully describe IPs within 
the narrative (page 2) of their report, along with any vehicle descriptions or other pertinent 
information. 


If the information is related to a regular criminal investigation (such as a bomb threat, criminal 
threats, trespassing, etc.), the officers shall complete the criminal investigation, make any 
appropriate arrests and complete any related reports. The officers shall include any additional 
information that provides the nexus to terrorism within the narrative of the crime or arrest report. 


Should officers come across information that indicates possible terrorism-related activity while 
investigating an unrelated crime or incident (e.g., such as officers conducting a domestic 
violence investigation observe possible surveillance photographs and a map of the region 
surrounding a government facility), or should they conduct an impound or found property 
investigation which is suspicious in nature, the officers shall make no mention of this potential 
terrorism-related material or activity within the impound, property, crime or arrest report. 


Under these circumstances, the officers shall complete a separate SAR in addition to the crime 
or arrest report, and shall note the criminal investigation, impound or found property 
investigation as their source of activity. 


Whenever a SAR is generated in the field, officers shall call into Communications to request an 


Incident Number for a "HSS Report." No mention of the SAR or the SAR Incident Number shall 
be made in any related reports or investigations. 
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Officers shall note on the left margin of any arrest facesheet or IR that the report is to be sent to 
CTCIB, Major Crimes Division. 

Notify the on-duty Watch Commander of the SAR. 

Note: SAR's shall be referred to as an “HSS Report” in Daily Field Activity Reports (DFARS). 


Watch Commander — Responsibilities Upon notification that officers have received information 
regarding suspicious activity, the Watch Commander shall: 


Ensure the information supports the completion of a SAR report and that no greater law 
enforcement response are currently needed; 


Review the report for completeness; and, 
Contact CIPU for report pickup. 


Note: Supervisors and Watch Commanders shall refer to any SAR incident as an HSS Report in 
their logs. 


Canine Bomb Detection Unit - LAWA/LAX and LAWA/ONT 

Personnel assigned to the Canine Bomb Detection Unit shall ensure that a SAR is completed on 
all incidents on which they respond where a potential nexus to terrorism exists. Suspicious 
Activity Reports completed by personnel assigned to these units shall be forwarded to CIPU. 


Note: See Part G for reporting procedures for LAWA/ONT. 


Upon notification that officers have received information regarding suspicious activity, the Watch 
Commander shall: 


CIPU — Responsibilities 
CIPU shall: 
Review all SARs; 


Forward SARs to LAPD MCD or the agency with jurisdictional investigative authority, as 
appropriate; and, 


Maintain copies in a secured location. 
LAWA/ONT, LAWA/VNY and LAWA/PMD 
LAWA Police employees at LAWA/ONT, LAWA/VNY and LAWA/PMD shall, upon completion of 


the SAR, and approval of the on-duty Watch Commander, forward the original report via City 
mail, to CIPU. 


14/3.17 Elimination of Arrest Report for Felony Warrant Arrests Without an Open Charge and 


Clarification of Arrest Report Procedures for Parole/Probation Holds 


Note: These procedures shall be followed at LAWA/LAX and LAWA/VNY only. 
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Felony Warrants 

Officers shall articulate the legal justification for the initial contact with the suspect(s) arrested on 
a felony warrant in the narrative portion of the arrestee's required Field Interview (Fl) card. 
Arresting officers shall submit the following to the Booking Facility Watch Commander: 

Arrest Report Face Sheet (LAPD Form 05.02.00); 


Note: The "Approval/Reporting Officers" section must be completed, including the "Supervisor 
Approving Report" box. 


Investigator's Final Report (LAPD Form 05.10.00); 


Copy of the Warrant Information Sheet (WIS) or abstract for warrants issued within California; 
and, 


Booking Approval (LAPD Form 12.31.00). 

1551.1 PC Fugitive Arrests 

Officers shall submit the following to the Booking Facility Watch Commander: 
Arrest Report Face Sheet (LAPD Form 05.02.00); 

Disposition of Arrest and Court Action (LAPD Form 05.09.00); 

Investigator's Final Report (LAPD Form 05.10.00); 

Probable Cause Determination (PCD) (LAPD Form CRIM 064); 

National Crime Information Center (NCIC) printout; and, 

Booking Approval (LAPD Form 12.31.00). 

Parole Holds 

Officers shall submit the following to the Booking Facility Watch Commander: 
Arrest Report Face Sheet (LAPD Form 05.02.00); 

Investigator's Final Report (LAPD Form 05.10.00); 

Arrest narrative; 


Copy of parole hold authorization from the California Department of Corrections and 
Rehabilitation; and, 


Booking Approval (LAPD Form 12.31.00). 


Probation Holds 
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Officers shall submit the following to the Booking Facility Watch Commander: 

Arrest Report Face Sheet (LAPD Form 05.02.00); 

Investigator's Final Report (LAPD Form 05.10.00); 

Arrest narrative; 

Probable Cause Determination (PCD) (LAPD Form CRIM 064); 

Copy of probation hold authorization from the Los Angeles County Probation Department; and, 
Booking Approval (LAPD Form 12.31.00). 

Note: The Consolidated Criminal History Reporting System (CCHRS) printout, Criminal 
Identification and Information (CII) printout, Department of Motor Vehicles (DMV) history, and 
the City Attorney's Disclosure Statement are not required for felony warrant arrests, 1551.1 PC 
fugitive arrests, parole holds or probation holds. 

Exceptions 

An arrest narrative shall be completed under the following circumstances: 

Arrests resulting in a Use of Force; 

Evidence recovered as a result of the arrest; 

If the arrestee receives injuries which could be attributed to the officers; 


Aggravated or unusual circumstances; and, 


At the direction of the Watch Commander. 
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CHAPTER XVI — Facilities and Property Management 


LAWA Police Facilities 


Note: This section pertains to LAWA Police Facilities at all airports, unless otherwise noted. 


16/1.1 LAWA Police Facilities 


LAWA Police facilities (i.e., restrooms, luncheon room, etc.) shall not be used by persons detained for 
investigation or arrestees. Any other non LAWA officer, employee, authorized visitor or guest shall be 
escorted while in the LAWA Police facilities. 


A. 


Roll Call Room 


Use of the roll call room shall be scheduled through the Watch Commander's Office. Roll Call 
periods have priority over all other activities. 


LAWA/VNY - The roll call room shall not be used for sensitive or confidential discussions such 
as interviews, briefings, training, and/or meetings. Conversations in the roll call room can be 
heard in other offices. 

Conference Room 

The Administration Conference Room shall be scheduled through the Administrative 
Receptionist. Use of this conference room by staff other than command personnel requires 
approval of a Section Commander. 

Lunch Room 


The Lunch Room is available to all personnel. Items stored in the refrigerator must be labeled 
with name and date. All items shall be discarded after three (3) days. 


Exercise Room 

Use of the exercise room and equipment is restricted to those persons who have a completed 
liability waiver form on file. These forms are available in the Patrol Services Section Watch 
Commander's Office. |.D.'s or visitor passes must be available for inspection in the Exercise 
Room, but need not be worn. Guests of City employees must be accompanied by their City 
employee sponsor while in the Exercise Room. 

Locker Room 

Locker Assignments 

Lockers are assigned to individual sworn and nonsworn uniformed personnel by the Logistics 
Unit. Only one locker is assigned to an individual employee. Employees reassigned to another 
work location shall relinquish their locker and be assigned a locker at the new work location 1. 
Employees are required to secure their assigned locker within two weeks of assignment notice 
date and keep it secured for the duration of his/her occupancy. Unsecured lockers are subject to 
reassignment to another employee. 


Logistics Unit shall provide magnetic nameplates or some other method of displaying the 
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employee’s name 1 Employees who have a private office containing lockable and securable 
wardrobe cabinets or safes who have been issued a locker must relinquish their locker 
immediately unless approved by the Assistant Chief, Office of Support Services or his/her 
designee. 


to be affixed to each assigned locker to identify the occupant. Nameplates shall not be removed 
by the locker's occupant. 


Unauthorized Use of Locker 


Employees are prohibited from occupying lockers which have not been assigned to them by 
Logistics Unit or other authorized personnel. 


Lockers found to be occupied without authorization shall have a notice posted on the locker 
door directing any individual occupying the locker to vacate the locker within 7 days. At the end 
of the seven-day period, if the locker is not vacated Logistics Unit personnel shall cut off the lock 
and remove any property contained in the locker. Any City property contained in the locker shall 
be retained by Logistics Unit except for firearms, which will be recovered by a sworn supervisor 
and forwarded to the range. All unclaimed personal property will be boxed and transferred to 
Lost and Found. 

Posters, Pin-ups, Decals and Stickers. 


No posters, pin-ups, stickers or decals are to be placed on any surface within any LAWA Police 
facility without the consent of the Commanding Officer, Administration Section. 


Loud Music. 


The use of personal music devices within a LAWA Police facility is permitted to the extent it 
does not interfere with or annoy others. 


Consideration should be extended to others by keeping the volume down, particularly in the 
locker room. 


Supervisors are required to monitor the playing of music and advise employees if it is too loud. 
Smoking 

No Smoking is permitted in LAWA Police facilities. 

Union Access 

An association may use City facilities, upon prior approval from the Office of the Chief of Police, 
for the purpose of holding meetings to the extent that such facilities can be made available, and 
to the extent that the use of a facility will not interfere with departmental operations. 
Participating employees will attend said meetings on their own time. If the use of a facility 
requires a fee for rental or special setup, security and/or cleanup services, the association will 


provide or assume cost of such service(s) or facility. 


Bulletin Boards 
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A bulletin board has been designated for use by association representatives. In accordance with 
current Memorandum of Understanding (MOU), each department agrees to provide a bulletin 
board or reasonable space at each work location, which may be used by the association for the 
following purposes: 


Notice of association meetings. 


2. Notice of association elections and their results. 

So Notice of association recreational and social events. 

4. Notice of official association business. 

5, Any written material which has received prior approval of the Departmental Management 
Representative. 

6. All notices, prior to being posted, shall be submitted to the designated representative of 
management. The posting will occur within 24 hours of such submission. It is further agreed that 
the association representative shall place a removal date on all materials to be posted. 

I. Armory 

LAWA/LAX 

1. The armory, located in the LAWA/LAX Station Kit Room, is used to store the following: 

a. Shotguns; 

b. UPRs; 

C. Tasers; 

d. 40MM Projectile Launchers; 

e. Ballistic Shields; and, 

f. Stored Emergency Duty Ammunition 
The armory shall not be used for overflow storage of any other supplies. 

Note: LAWA Police facilities without an armory shall store the above listed items in a securable 
safe or weapons locker accessible only to sworn personnel. 

2. Access 

a. Access to the armory is restricted to sworn personnel only. 

b. Cyber Keys shall be issued to all LAX Sergeants, Lieutenants, Captains, and Rangemasters 


who regularly check out or in equipment to access the Armory. All supervisory personnel shall 
obtain and maintain a Cyber Key for their use through VAAU. 
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Supervisors shall not lend their Cyber Key to anyone to grant access to the Armory. Those 
found doing so will be subject to progressive disciplinary procedures. 


There shall be no spare Cyber Keys, either in the Kit Room, Sergeant's Office, or the Watch 
Commander's Office, for access to the Armory. 


Inspections 
Each Watch Commander shall inspect the armory daily to ensure: 


The stored duty ammunition container is present and the cyber lock is secured (refer to Section 
16/4.4); 


The armory door and cyber lock are secured. 


All un-issued shotguns are unloaded by visually inspecting each shotgun and check that the 
actions are open and no round is visible in the magazine. 


Stored UPRs are padlocked and secured, with no magazine in the weapon. 

The inspection shall be noted on the Watch Commander's Log. 

Shotguns 

Shotguns shall be inspected semi-annually by the rangemasters (refer to Section 7/2.18.C). 
UPRs 

UPRs shall be inspected semi-annually by the ESU UPR Instructors or Rangemasters. 
Less Lethal Devices 


Tasers and 40MM Projectile Launchers shall be inspected by the Defensive Tactics Instructors 
on a semi-annual basis (refer to Sections 7/5.4.G and 7/5.3.D). 


Stored Duty Ammunition 


Stored emergency duty ammunition shall be inspected semi-annually by the rangemasters and 
replaced as needed (refer to Section 16/4.4). 


NOTE: This ammo is exclusively to supply patrol in an emergency situation. It is not to be 
removed for any other use. Any unjustified tampering or removal will result in an audit. The 
cyber lock will monitor access. Any other ammunition needs shall be addressed to the range. 


Both the armory door cyber lock and the stored emergency duty ammunition cyber lock shall be 
inspected semi-annually by Range staff to ensure proper function. 


Any broken equipment shall be immediately red-tagged by the discovering officer, presented to 


a supervisor and transported to the range for repair. All weapons and less lethal devices sent or 
returned from repair shall be logged in and out of the Armory Weapons Status Log. 
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Note: The Armory Weapons Status Log books shall be kept current and retained ina 
designated location inside the locked Armory. 


4. Checkout Procedures 

a. Only sworn supervisors shall check out equipment from the armory. Officers shall not be given 
keys to the armory to check out armory equipment by themselves. The addition of the cyber lock 
will assist in ensuring accountability with this issue. Designated Rangemasters may 
independently conduct equipment inspections or servicing without a supervisor present. 

Note: For additional checkout procedures, refer to Section 5/7.2. 

b. The Equipment Check-In/Check-Out Log shall be the only Log used to check in or check out 
equipment from the Armory. This log shall be kept current and retained in a designated location 
inside the locked Armory. 

C: Once completed for the watch, the supervisor checking out equipment is responsible for 
ensuring a photo copy of the applicable check in/ check out log is provided to the operation 
center personnel. Ops staff will enter the equipment data from the log onto the shifts daily 
deployment. Such information is necessary for field supervisors to know what equipment is 
available by whom. 

LAWA/VNY 

A. The LAWA/VNY Police facility has two secured sites for storing Division-issued weapons: 

1. Primary Armory Safe 

2. Daily Use Safe 

B. Primary Armory Safe 

1. The primary armory safe, located in the LAWA/VNY Station men’s locker room, is used to store 
the following: 

a. Handguns; 

b. Shotguns; 

C: Tasers; 

d. 40MM Projectile Launchers; and, 

e. Stored Duty Ammunition 

2. Access 
Access to the primary armory safe is restricted to sworn supervisory personnel only. 

3. Inspections 
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The Watch Commander or Officer-In-Charge (OIC) shall inspect the primary armory safe to 
ensure the door is secured. 


The inspection shall be noted on the Watch Commander's Log or the OIC’s DFAR. 
Handguns/Shotguns 

Handguns and Shotguns shall be inspected annually by the Rangemasters. 

Less Lethal Devices 


Tasers and 40MM Projectile Launchers shall be inspected by the Defensive Tactics Instructors 
or Rangemasters on an annual basis. 


Stored Duty Ammunition 

Stored duty ammunition shall be replaced annually or as needed by the Rangemasters. 
Checkout Procedures 

Officers should contact their supervisor to check out equipment from the Primary Armory Safe. 
Only sworn supervisors shall check out equipment from the primary armory safe. Officers shall 
not be given the combination code to the primary armory safe. 

All checkout logs shall be kept current. 


Storage 


All Handguns, Shotguns, and less-than-lethal weapons that are not currently in-service shall be 
secured unloaded in the primary armory safe. 


All stored ammunition shall be secured in the primary armory safe. 
Daily Use Safe 


The Daily Use Safe, located in the LAWA/VNY Station front office, is used to store equipment 
that is currently being issued to the Watches and contains the following: 


Shotguns; 

Tasers; 

40MM Projectile Launchers 

Access 

Access to the Daily Use Safe is restricted to sworn personnel only. 


Inspections 
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a. The Watch Commander or OIC shall inspect the Daily Use Safe to ensure the door is secured. 


b. The inspection shall be noted on the Watch Commander's Log or the OIC’s DFAR. 


4. Checkout Procedures 

a. Only sworn personnel shall checkout equipment from the Daily Use Safe. 

b. Officers will remove only the equipment assigned to them. 

C. If the assigned equipment is not available, Officers shall choose from the available equipment 


and revise the Daily Deployment schedule to reflect the correct equipment numbers. The Watch 
Commander or OIC will initial any changes made to the Daily Deployment schedule. 


5. Storage 


Un-deployed shotguns, 40MM Projectile Launchers/munitions, and Tasers/cartridges shall be 
secured unloaded in the Daily Use Safe. 


D. Procedures for Malfunctioning Shotguns and Less-Lethal Devices 


1. Whenever a shotgun or less-lethal device is found to be malfunctioning, the officer discovering 
the malfunction shall do the following: 


a. Place a tag or other means of notification on the malfunctioning equipment to identify it as non- 
serviceable and have the equipment stored in the primary armory safe as soon as possible. 


b. Write an Employee's Report entitled "Malfunctioning Equipment" and submit it to his/her 
immediate supervisor. 


Cc Send an e-mail to the supervisor advising the supervisor of the malfunctioning shotgun/less- 
lethal device. 
2. The supervisor shall arrange to have the malfunctioning equipment transported to LAWA/LAX 


for inspection and repair. 
16/1.2 Facility Inspections 


The Patrol Services Section Watch Commander is responsible for making at least two (2) facility 
inspections per tour of duty. Facility inspections shall include the interior and exterior of the LAWA 
Police facility and parking lot. Special attention shall be given to security and maintenance items. 
Security discrepancies and maintenance items shall be noted in the Watch Commander's log. The 
Commanding Officer, Patrol Services Section, shall review station check reports and refer 
recommendations for corrective action to the appropriate Section Commander. 


16/1.3 Proper Display of the United States Flag 
All Patrol Services Section (PSS) personnel assigned to the front desk may be given duties in their 
course of daily business that have to do with the U.S. flag. All PSS personnel will adhere to United 


States Code Title 36, Sections 174 through 176 pertaining to the proper care and handling of the U.S. 
flag. Special attention shall be given to lowering, hoisting, and half-staff procedures. 
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Desk officers shall report any discrepancies noted of the flag's physical condition and its display to the 
on-duty Watch Commander. 


PSS supervisors shall insure officers comply with this policy and the above regulations. 


16/1.4 Vermin Eradication 


Vermin infestation is a major health concern for employees. Whenever it is discovered that an LAWA 
Police facility has a vermin infestation or needs to have other pests removed from a facility, proper 
notification shall be made so that the eradication of any pest is accomplished. 


A. 


Whenever a LAWA Police employee becomes aware of vermin infestation in a LAWA facility 
(i.e. - Range, Access Post, etc.), the employee shall contact their immediate supervisor. 


The supervisor shall: 


Contact the Central Utility Plant (CUP) , Maintenance at LAWA/ONT, or the LAWA Construction 
and Maintenance Superintendent at LAWA/VNY to report the infestation; 


Obtain an Incident Number from the CUP or Maintenance employee; 
Note the Incident Number in his/her Supervisor's Log; 


Note: If the infestation occurred at an Airfield Access Post, the supervisor shall contact the 
affected Post and have the employee note the Incident Number and time that CUP or 
Maintenance was notified of the infestation in the Post Log book. 


Notify Operations and Material Support Unit via e-mail of the infestation, the time CUP or 
Maintenance was notified, and the Incident Number. 


Make a follow-up call to the reporting employee approximately one week later to confirm the 
contract Pest Control Company responded and the problem was resolved. If the employee 
states that the infestation has not been eradicated, the supervisor shall contact CUP or 
Maintenance to arrange for the contract Pest Control Company to respond back to the location 
for additional abatement. Operations and Material Support Unit shall be notified of the re- 
notification. 


When the contract Pest Control company responds to the location, the employee shall note the 
date and time abatement occurred. If the abatement occurs at an Airfield Access Post, the 
employee shall note it on the Post Log book and notify the on-duty supervisor. 

Operations and Material Support Unit shall: 


Log the information; 


Note: This log shall be available for inspection by officers and supervisors to review the history 
of notifications. 


Contact Construction and Maintenance to inquire when the contract Pest Control company will 
respond to the location for vermin eradication. 
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Contact the reporting employee to inquire whether abatement occurred and if the problem has 
been resolved. 


Restricted Access 
Display of LAWA Security Badge 


All persons, including sworn and non-sworn employees in their designated worksite, are 
required to display their LAWA Security Badge at all times on their outermost garment while in a 
LAWA Police Facility. 


Visitors 


Established visitor screening procedures shall be followed at all LAWA Police facilities (See 
15/2.2 B.2.b. for visitor screening procedures). Visitors shall be issued a Visitor Badge and shall 
be escorted by a LAWA Security Badge holder at all times within any LAWA Police facility. 


Former LAWA Police employees and/or those without a valid LAWA Security Badge shall not be 
allowed access into any LAWA Police facility without the approval of an on-duty supervisor. The 
on-duty supervisor who approves this visit shall be responsible for the escort of this visitor for 
the duration of their stay at the facility. 


Note: This rule does NOT apply to retired Police personnel. Retired Police personnel shall 
present their retired Police Identification Card and established visitor procedures shall be 
followed unless otherwise directed and prohibited by the Chief of Airport Police for safety or 
security concerns. 

LAWA Police Facilities Parking 


LAWA Police Vehicle Parking Lots 


Traffic Services Section (TSS) Supervisors shall check the lot routinely and note whether any vehicles 
are wrongfully parked. If any vehicle is found in violation of this section, the details shall be documented 
and forwarded to the TSS Commander for appropriate action. If appropriate, enforcement action shall 
be taken. 


Note: This section is not applicable at LAWA/VNY. 


Any vehicle parked in any LAWA Police facility lot, and found to be in violation of the California Vehicle 
Code, shall be issued a citation and, if applicable, be impounded. 


A. 


Parking Procedures 


It shall be the policy of the LAWA Police to establish reasonable guidelines for the use of Los 
Angeles World Airports (LAWA) property under the LAWA Police's control. The Chief of Airport 
Police shall specify and administer such regulations as deemed necessary to provide for the 
safe, efficient and legal use of the LAWA Police facilities. 


This policy shall apply to all LAWA employees and guests while utilizing LAWA Police facilities. 
The use of the LAWA Police parking facility is covered by established procedures set forth in 
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this Section. 


LAWA/LAX 


1. 


Enclosed Compound Parking 

The enclosed lot west of the 96th Street facility is designed for the following vehicles: 

City vehicles assigned to the LAWA Police. 

LAWA vehicles servicing the 96th Street facility. 

Other vehicles with the permission of any Section Commanding Officer. 

Vehicles shall park in designated stalls. All reserved stall markings shall be honored at all times. 
North Lot Parking 


The lot north of the enclosed compound and south of 96th Street is reserved for City vehicles 
only. 


Disabled Parking 

Two spaces immediately west of the LAWA Police Station are designated as disabled parking. 
Parking at these stalls is restricted to vehicles displaying placards or license plates issued by 
DMV. Police vehicles or any other LAWA vehicles shall not park in these spaces. 

Six stalls located west of the Park One entrance are marked for two hour Visitor Parking only. 
Designated Employee Parking Lots 

The parking lot located west of the enclosed compound and the parking lot located north of 96th 
St. and west of Alverstone are both designated as employee parking lots. Any civilian or other 
unarmed employee may request an escort to the employee lot during hours of darkness by 
contacting the front desk. 

All employees are advised that vehicles parked in this lot not displaying a valid permit or 
temporary permit may be issued an absentee citation. It is the responsibility of each employee 
to insure that the vehicle they park in this lot has the appropriate permit, properly displayed. 
Outside Law Enforcement Agency Parking 

Outside public agency parking is restricted to: 

Ten parking stalls only at any given time; and, 

Granted for official business only. 


These vehicles may park in the employee lot located north of 96th St. and west of Alverstone. 


A permit must first be obtained from the on duty Watch Commander. 
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Outside agency representatives shall be advised to properly display their permit while utilizing 
the employee lot. 


A log of Outside Agency Parking Permits shall be maintained in the Watch Commander's Office. 
General Rules - Police Station Parking Lot 

All parking will be head-in only. 

Privately owned vehicles shall display a DOA parking permit or an LAWA Police dash permit. 
Employees shall not park in visitors’ stalls. 

Parking in red zones or access lanes is prohibited. 

Employees shall park in designated parking stalls only. 

Parking in the driveway from 96th Street into Park One is prohibited. 

No trailers or motor homes may be parked in the lot. 

No vehicles or trailers may be stored in the lot. 


Employees, on or off duty, are prohibited from consuming alcoholic beverages in the Police 
station parking lot. 


The playing of excessively loud music in any of the Police parking lots is prohibited. 


Vehicles parked in any of the employee lots shall comply with all applicable sections of the 
California Vehicle Code. 


16/2.2 Parking Permits - LAWA Police Lots 


All LAWA Police personnel shall ensure that they have a permit when required. Permits may be 
obtained by submitting a parking permit application to Records Unit. Applications are available at the 
Watch Commander's Office. 


A. 


All employees shall ensure that the permit is clearly displayed in the vehicle, hanging from the 
rear view mirror or placed on the dashboard. Employees are reminded that the permit is issued 
for employee's vehicles only. 


These permits are designed to be transferred from one vehicle to another and there should be 
no reason why an employee does not have a permit visible. 


If extenuating circumstances occur, and an employee does not have a permit, the Watch 
Commander may allow the employee to park for the day providing the employee furnishes the 
Watch Commander with the license number of the vehicle. 

Note: A Form 004 (7/91)"Special Parking Permit" shall not be issued to LAWA Police employees 
for use as a One-day parking permit. 
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D. Permits are good for up to 72 hours at a time. If a vehicle is to be left longer than 72 hours, the 
employee shall inform the LAWA Police Operations Center or appropriate personnel. 


E; Lost/Stolen Permits 
When an employee loses or has his/her permit stolen, the employee shall submit an Employee 
Report or a copy of the police report to the Records Unit supervisor prior to being issued a new 
permit. 
Fi Retired/Terminated/Transferred Employees and Employees who Resign 
Permits issued by the LAWA Police remain the property of the LAWA Police. Employees, who 
retire, are terminated, transfer to another Division, or resign from the LAWA Police shall return 
their parking permit to Records Unit. 
16/2.3 Temporary Parking Permit - LAWA/LAX Police Lot 
This permit is to be issued for law enforcement or other government related parking in the LAWA Police 
parking lot and may not be issued for personal parking in the CTA. The current APB Form 004 (7/91) 
entitled "Special Parking Permit" shall be used for this purpose. 
The person issuing the parking permit shall ensure that each space on the permit is filled in completely. 
It is imperative that the sections with the expiration date and the valid hours be filled in with the correct 
date and time for proper vehicle accountability. 


Also, the section marked "Issued to" shall be filled in with the name of the person requesting the permit 
and not just the agency they represent. 


LAWA Police Parking permits shall be issued by: 

1. The Chief of Airport Police; 

2. Any Section Commander; or his designee, 

3. The Chief's Adjutant, using his signature "for" the Chief. 


Completed permit books shall be turned in to the Chief's Adjutant for review prior to submission to 
Professional Standards Section for retention purposes. 


16/2.4 Off Airport Employee Parking 

A. Airport Branch Court Parking 
All LAWA Police personnel shall use the parking structure when doing business at the Airport 
Branch Court Offices. Upon entering the parking structure, Police personnel are required to 
show their Police Officer Identification card to the parking lot attendants in order to be granted 
free access to the structure. 
However, if an officer forgets and pays for parking, the officer shall present the parking ticket to 
the Sheriff's Office. The Sheriff's Office will validate the ticket. The officer shall then present the 
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validated ticket to the parking lot attendant to receive a refund. 


LAWA/VNY - Officers shall park black and white police vehicles in parking areas designated for 
officers attending Van Nuys court. 


Other City Facilities 


In 1985, the Department of Transportation issued its policies and procedures for enforcement of 
parking restrictions for government and utility vehicles. This permitted these vehicles as well as 
employee mileage vehicles the same privileges as commercial vehicles. The policies were 
specific with respect to an employee assigned to a work location that was not the employee's 
normal place of business. The revised policy, effective January 2000, is provided below. 


Identification of Police Vehicles 


All Police (Department) vehicles shall be properly identified. This means that the vehicle should 
bear distinctive exempt (“E”) license plates, and may also display official seals and markings 
(i.e., black and white, shop number, etc.). Unmarked, leased, or rented vehicles by the 
Department shall display an official placard. The placards shall be at least 5 by 10 inches and 
should be in a clear protective cover. The placard shall have the City seal, vehicle license 
number, expiration date for the end of the year, and a business card or the name of the 
vehicle’s operator, address, and telephone number of the employee’s division of assignment. 


LADOT Enforcement Policy 


When parking a Department Vehicle at a location with a parking restriction, the following LADOT 
policy guidelines SHALL apply for all Department personnel. 


Emergency Parking Exemptions 

All Police Department vehicles are qualified as an authorized emergency vehicle, and are 
essentially exempt from any parking regulations when responding to an emergency call. Police 
vehicles shall be considered to be involved in emergency work when such work is necessitated 
by the immediate threat to life or property, and the vehicle can be easily identified as described 
above. 


Note: ANY follow-up activity considered to be part of an ongoing investigation is NOT 
considered emergency work. 


Routine Business Parking Exemptions 

Any Police Department vehicle being used for routine official business, but not engaged in 
emergency work shall be granted the following courtesy exemptions from posted parking 
restrictions, provided the vehicles are properly identified as described above. 

Time Limit Parking Zones - Exempted 


No Parking zones - Exempted for a maximum of 30 minutes 


Alleys (No parking) - Exempted for a maximum of 30 minutes 
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Commercial Loading Zones (yellow curb) - Exempted for a maximum of 30 minutes 
Preferential Parking Districts - Exempted 
Coin Operated Parking Meters - Exempted 


Note: Routine official business does not include training, everyday same location parking, or 
Code Seven parking. 


No Exemptions 


Police Department vehicles will receive NO parking exemption at any time while on routine 
business at the following parking restriction locations: 


No Stopping Zone 

Tow Away Zones 

Red Curb 

Red Curb for Bus Zones 

No Parking for Street Cleaning 

Passenger Loading Zones (white curb) 

Taxi Zones 

Handicapped Zones (blue curb) 

Fire Hydrants 

Temporary Parking or Stopping Restrictions 


All LAWA employees shall abide by the established policy and park their LAWA vehicle legally 
when off the airport. 


Property Management 


16/3.1 Disposition Card 


Officers booking an arrestee often have occasion to book property as evidence into the Los Angeles 
Police Department (LAPD) property system. When property is booked as evidence, the property is 
automatically held for three (3) months, generally sufficient time for court adjudication. 


The purpose of the disposition card is to instruct the LAPD Property Officer of the status of the property 
that is being held as evidence. Due to the limited capacity of each property facility, evidence must 
eventually be transferred, disposed of or released. 


Note: The following procedures shall be followed at LAWA/LAX and LAWA/VNY. LAWA/PMD and 
LAWA/ONT shall follow evidence booking procedures used by the agency with jurisdictional authority. 
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LAPD Form 10.06.0 


LAPD Divisional Property Officers will send Property Disposition Cards (LAPD Form 10.06.0) to 


the booking officer. These cards must be returned to the property officer within ten (10) days, 
with instructions to dispose, hold or release the property. 


LAWA Police Procedure 


Disposition cards directed to LAWA Police personnel shall be immediately forwarded to the 
LAWA Police Court Liaison Officer. The Court Liaison Officer will review the status of the case; 
complete the disposition card giving instructions to the property officer and return the card ina 
timely manner. 


These procedures pertain to LAWA Police misdemeanor cases. Disposition of evidence in all 
felony cases and misdemeanor involving guns or narcotics is directed to the LAPD 
investigators. 


16/3.2 Photographing of Narcotics Evidence for Court 


Note: The following procedures shall be followed at LAWA/LAX and LAWA/VNY. LAWA/PMD and 
LAWA/ONT shall follow narcotics booking procedures used by the agency with jurisdictional authority. 


A. 


Information 

Pursuant to Penal Code Section 1417.3 (b), narcotics evidence will no longer be allowed in 
Superior and Municipal court buildings. Narcotics have been deemed a hazardous material and, 
as a result, only color photographs of such evidence will be allowed into the courtroom. 
Procedures 

Officers 


Whenever an officer books narcotic evidence, the officer shall: 


Complete and sign a separate Narcotic Evidence Booking Identification Card, Form 10.12.9 for 
each Analyzed Evidence - Narcotics Envelope; 


Note: The Identification Card shall not be itemized on the Property Report. 


Place the Identification Card inside the Analyzed Evidence - Narcotics Envelope along with the 
evidence and seal the envelope; 


Under the Special Instructions to the Analyst section, request the photograph(s) be sent to the 
Airport Branch Court, LAWA Police Court Liaison Officer, Room #443, Mail Stop #278. 


Note - LAPD Scientific Investigation Division (SID) shall photograph the evidence and send the 
photographs to the LAWA Police Court Liaison Officer. 


b. 


When an officer is subpoenaed to court for a case involving booked narcotic evidence, the 
officer shall: 
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Retrieve the photograph(s) of the narcotics from the LAWA Police Court Liaison Officer; 
Take the photograph(s) to court; 
Notify the Court Liaison Officer when the photograph(s) was admitted in court as evidence; 


Return any photograph(s) that were not admitted, when the case is continued, or when the court 
recesses for that day. 


If the officer is subpoenaed and the narcotics were booked prior to January 1, 1999, or 
whenever the Court Liaison Officer cannot locate a photograph, the officer shall contact LAPD 
Scientific Investigation Division (SID) and request the evidence be photographed for court 
purposes. 

Court Liaison Officer 

The Court Liaison Officer shall: 

Receive the photographs from LAPD SID; 

Maintain a file of the photographs by LAPD DR number; 


Check each subpoena for narcotics cases to ensure the photograph(s) is on file; 


Note: If the photograph cannot be located, the Court Liaison Officer shall contact SID and 
request a copy of the photograph for narcotics booked after January 1, 1999. 


Provide the photograph(s) to the subpoenaed officer and make an entry on the Photograph 
Control Log to indicate the photograph(s) was provided to the officer; e. Re-file any returned 
photograph(s) and make an entry on the Photograph Control Log; 


Store all photographs until the case is adjudicated. Photograph(s) of adjudicated cases shall be 
destroyed. 


16/3.3 Disposition of Firearms Booked as Evidence 


Note: The following procedures shall be followed at LAWA/LAX and LAWA/VNY. LAWA/PMD and 
LAWA/ONT shall follow firearms booking procedures used by the agency with jurisdictional authority. 


A. 


Firearms Admitted in Evidence or in the Court’s Possession 


Whenever a court case involving a firearm is dismissed, rejected, or if the court does not order 
the firearm destroyed, and the firearm was admitted as evidence, the firearm shall be retained 
by LAPD Property Division for a period of six months. The firearms legal owner may file a 
petition with the court for the release of the firearm within that six-month period. If the firearm is 
not claimed or released, the Court Liaison Officer shall request the court order the destruction of 
the firearm. 


Firearms Booked as Evidence - Court Case Dismissed or Rejected 
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Whenever a court case involving a firearm is dismissed or rejected, and the firearm was not 
admitted as evidence in court, the Court Liaison Officer shall: 
Determine whether the firearm can be legally possessed; 
Determine whether the legal owner can legally possess the firearm. 
If the firearm is not illegal to possess, and the legal owner can legally possess the firearm, the 
Court Liaison Officer shall sign a Property Disposition Card (LAPD Form 10.06.0) with 
instructions to release the firearm to the legal owner. 
If the firearm is determined to be illegal to own, or that the legal owner cannot legally own a 
firearm, the Court Liaison Officer shall sign a Property Disposition Card (LAPD Form 10.06.0) 
with instructions to dispose of the firearm. 
If the firearm is found to be unregistered, the Court Liaison Officer shall draft a letter to the 
defendant informing the person that the case was not filed but the firearm cannot be released 
until the person can show proof of ownership of the firearm, and within 35 days of the date of 
the letter. 


If no proof of ownership of the firearm is sent to the Court Liaison Officer within that period, the 
Court Liaison Officer shall request the Court order the destruction of the firearm. 


Firearms Booked as Evidence - Court Case Adjudicated 

Whenever a court case involving a firearm is adjudicated without the defendant being charged 
with P.C. 12025, and the firearm was not admitted as evidence in court, the Court Liaison 
Officer shall: 

Determine whether the firearm can be legally possessed. 

Determine whether the legal owner can legally possess the firearm. 

If the firearm is not illegal to possess, and the legal owner can legally possess the firearm, the 
Court Liaison Officer shall draft a letter informing the defendant that a petition must be filed with 


the Court for the release of the firearm within 35 days. 


If no petition is filed within that period, the Court Liaison Officer shall request the court order the 
destruction of the firearm. 


Narcotics Evidence Testing and Weighing 
Officer's Responsibility 


When a LAWA Police officer confiscates an unknown substance from a suspect, which the 
officer has reasonable cause to believe is narcotics; the officer shall, upon arrival at the station: 


Request a supervisor witness the testing and weighing of the substance; 
Test the substance with the LAWA Police -approved testing kit and attempt to determine what 


the substance is; 


Manual of the Los Angeles World Airports Police 


CHAPTER XVI — Facilities and Property Management 


Exception: If an officer has reasonable cause to believe an unknown liquid substance stored in 
a bottle is a narcotic, a supervisor shall be requested and the incident handled as a possible 
Hazardous Material incident as outlined in Section 10/10.4. 

3. Weigh the remaining amount of substance; 


4. Enter the results of the testing and total weight in the appropriate section of the Arrest Report 
and on any other report form requiring this information. 


B. Witnessing Supervisor/Watch Commander - Reporting Requirements 


The witnessing supervisor shall note the name of the involved officer, the test results and total 
weight of the narcotics in his/her Supervisor's Log, and advise the Watch Commander. 


The on-duty Watch Commander shall note the test results, total weight of the narcotics, the 
name of the involved officer and the name of the witnessing supervisor in the Watch 
Commander's Log. 

16/4 Equipment 

16/4.1 Kit Room - LAWA/LAX and LAWA/ONT 


The on-duty Operations Center Supervisor or assigned supervisor shall staff the Kit Room and oversee 
equipment issuance and check-in, in accordance with Sections 5/7 and 9/6. 


1. The Kit Room shall be open for equipment issuance and check-in during change of watch. 
2. Access to the Kit Room is restricted to sworn personnel only. 
2: Access to the Armory is restricted to sworn supervisors only. 
4. Employees needing equipment during hours when the Kit Room is closed shall contact the 


Operations Center supervisor or a supervisor. 
LAWA/VNY and LAWA/PMD 
The on-duty watch commander/supervisor shall oversee the issuance of equipment. If no supervisor is 
on duty, the officers shall ensure that they take all equipment assigned to them as documented on the 
daily deployment schedule (unless it is found not to be serviceable due to damage, wear, expended 
batteries, etc.). Changes to which equipment was assigned to each officer shall be noted on the daily 
deployment schedule. 
16/4.2 Loaner Radios 
This section was deleted on September 17, 2008. 


16/4.3 Safety Equipment 


A. Ear Protective Equipment 
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Ear protection devices are issued to officers who are required to work in areas of high noise 
exposure (i.e. Air Operations Area). It is the officer's responsibility to wear this equipment in any 
high noise exposure area. 

CPR Masks 


Officers will be issued CPR masks pursuant to CPC § 13518.1. An accurate record showing the 
names of officers and supervisors that have been issued CPR masks shall be maintained. 


Stored Duty Ammunition 
Additional Ammunition Requests 


The following procedures shall be followed whenever officers in the field, involved in a critical 
incident, discover a need for additional ammunition: 


The Police Station or on-duty supervisor, if available, shall be contacted and requested to have 
additional ammunition transported to the location. Information should also be provided 
pertaining to a safe ingress to the location for the responding unit. 


A unit shall be dispatched "Code 3" from the station to transport the ammunition to the location. 
In the event no unit is available at the station, a unit shall be dispatched "Code 3" to respond to 
the station to transport the ammunition. 


All four (4) boxes of ammunition shall be taken to the location. 


At the conclusion of the incident, the ammunition boxes shall be returned to the Police Station. 
ESU or range staff for LAWA/ONT shall be notified to re-supply the ammunition boxes. 


Audit and Inspection 

The Command Center supervisor or the Watch Commander shall inspect the ammunition 
containers for broken seals. If a seal is found broken, the box shall be inspected for missing 
ammunition. ESU or range staff for LAWA/ONT shall be notified to replace, restock and reseal 
stored ammunition boxes. 


Use of CNG Cards 


Issued CNG cards used for fueling LAWA Police vehicles are restricted for business related 
purposes only. 


When using the card, the officer's serial number shall be used in place of the odometer reading 
requested by the maintenance computer system. 


Lost or stolen CNG cards shall be reported to the Operations and Materials Unit or Watch 
Commander immediately. Failure to report a lost or stolen card in a timely manner or repeated 
card loss may subject an employee to disciplinary action. 


Issued CNG cards shall not be traded or borrowed between officers. This is to ensure proper 
tracking. Misuse of the card in this manner may subject the card to cancellation. 
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E: If an officer's card is unavailable for any reason, a loaner card may be obtained from the 
Operations and Materials Unit or Operations Center personnel. Loaner cards may be used for 
the duration of one shift and shall be returned at End of Watch. 


Fi All issued CNG cards are the property of the City of Los Angeles and shall at no time become 
the personal property of any individual. Upon retirement, termination or transfer from the LAWA 
Police, the employee is responsible for returning the card to the Operations and Materials Unit. 

LAWA/VNY 

CNG cards are issued to individual vehicles and refueling is conducted at an off-site location. The 

automated filling system at the pump will give employees a personal identification number (PIN) after 

they completed an automated training course. 


NOTE: the CNG pumps at the maintenance yard utilize a pump system which does not pumps at a 
lower PSI and will not completely fill police vehicles tanks. 


16/4.6 (This section deleted) 
16/4.7 Use of Intoxi-meter by Outside Law Enforcement Agencies 


Whenever an outside law enforcement agency officer(s) requests use of the LAWA Police Intoxi-meter, 
the Watch Commander, designee or on-duty supervisor shall: 


A. Inform the officer(s) that he/she must remain with the arrestee at all times. 

B. Ensure that the arrestee is not placed in a locked holding facility cell with handcuffs. 

C. Have the officer(s) enter the arrestee in the Detention Cell Log Book as outlined in Section 
11/4.2.A.1. 


D. Sign the Log when the officer(s) leaves the holding facility. 
NOTE: Note: If an arrestee of an outside law enforcement agency sustains injury while ina LAWA 
Police holding facility, the supervisor shall follow Emergency Medical Procedures as outlined in Section 
11/4.2.B.4. In addition, an Employee's Report shall be completed outlining the details of the incident. 
16/4.8 Use of the Ballistic Shield 
The ballistic shield provides officers with Level IIIA protection against most handgun rounds (.38 Cal., 
.380 ACP, 9MM, 40 Cal. S&W, and .45 ACP). Used by a team of trained officers, it can be utilized for 
Immediate Action Rapid Deployment (IARD), rescue operations, and a number of other uses by Patrol 
Services Section officers. 
A. Ballistic Shield — Specifications 
Approximately 2 ft. by 3 ft., weighting 15 pounds or less, constructed of a rigid material with an 
NlJ ballistic rating of Level IIIA or higher, with a polycarbonate viewport with ballistic properties, 
including a carrying case which meets or exceeds Pro-Tech Model Defender specifications. 


Note - These specifications are not applicable to other shields used by Emergency Services 
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Unit personnel. 
B. Training Requirements - Ballistic Shield 


The ballistic shield shall only be utilized by officers who have successfully completed authorized 
training in the proper use of the shield. 


C. Use of the Ballistic Shield 
Ballistic shields, when readily available, may be used, at the officer's discretion, whenever a 
high-risk tactical situation (IARD, rescue operation under fire, building search, felony vehicle 
stop, etc.) occurs or at the direction of the Incident Commander or on-scene supervisor. 
D. Deployment 
Officers who have met the training requirements may use the ballistic shield. 
E: Storage 
Ballistic shields, when not deployed, shall be stored in its protective carrying case in the armory. 
16/4.9 Lost or Damaged Department Equipment 
Employees who discover that City-owned equipment has been lost, damaged, recovered, or is in an 
unserviceable condition shall report such to his/her immediate supervisor as soon as practical. The 
supervisor shall conduct an investigation to determine if the loss, damage or condition of the item was a 
result of negligence or an intentional act of destruction. The supervisor conducting the investigation 
shall ensure that a lost or theft report is completed on all missing items. 
Should employee negligence or an intentional act be indicated in the investigation, a Complaint Form 
shall be initiated by the investigating supervisor and processed per current procedures. A copy of the 
Complaint shall be forwarded to the employee's Commanding Officer. 
If no negligence or intentional act is found by the supervisor, the supervisor shall draft a memo, via 
chain of command, to the involved employee's Commanding Officer requesting that the equipment be 
replaced. A copy of all related reports shall be attached to the memo. 
The involved Commanding Officer, or designee, shall forward a written request to the Administration 
Services Section to order replacement equipment, and attach all related reports. With the concurrence 
of the Assistant Chief, Office of Support Services, Administration Services Section shall contact 
Operations and Materials or the appropriate Unit to order the replacement equipment. 
16/5 Lost and Found 
16/5.1 Procedures 
LAWA/LAX 
A. Found Property on the AOA 


Property found on the AOA shall be taken to Access Post No. 2. Any property brought to Post 


Manual of the Los Angeles World Airports Police 


CHAPTER XVI — Facilities and Property Management 


No. 2 shall be logged and recorded on the Lost and Found Report. The Air Operations Area 
(AOA) Lost and Found Report shall be placed on the bulletin board for pick-up by the Lost and 
Found Officer. 


The officer receiving the property shall log the property and record its condition (opened, closed, 
etc.) and the number of items inside, if the container is open. 


When releasing property, the officer shall ensure that the Lost and Found Report is completed 
and properly acknowledged in the Post Log Book by the person to whom the property was 
released. 


At the end of every watch, the officer assigned to Post No. 2 shall make an accurate accounting 
of all property in custody to be turned over to the incoming officer. 


The relieving officer at the beginning of the new watch shall be responsible in following the 
procedures described in this Section. It is the responsibility of the relieving officer to ensure that 
Lost and Found Report is completed and the Log Book is properly secured. 

Booking Requirements 

In order to comply with California law, Department and LAWA Police policies, LAWA Police 
personnel shall follow established procedures for booking all property taken into custody by the 
LAWA Police. 

Property shall be classified and booked as follows: 


Evidence/Contraband 


Items of an evidentiary or contraband nature shall be booked into the LAPD property system per 
current LAPD Property Booking procedures. 


Officers who seize evidence or contraband from a suspect shall issue an LAPD Receipt for 
Property Taken into Custody, Form 10.10, per current LAPD policy. A copy of the Form 10.10 
shall be included in any report (i.e. Arrest Report, Property Report, etc.) generated by the 
seizure. A copy of this report shall be forwarded to Records Unit for retention purposes. 
Excess Personal Property 

Defined as property belonging to an arrestee, not classifiable as evidence or contraband. 
Excess personal property shall be booked into the LAPD property system per current LAPD 
Property Booking procedures. 

Found Property 

Defined as any property, not classifiable as contraband or evidence, discovered by an individual 
and given to the custody of an employee of the LAWA Police or discovered by an employee of 
the LAWA Police. 

Procedures for Booking Found Property 


Warning: This section does not relieve officers from adhering to suspicious articles and 


Manual of the Los Angeles World Airports Police 


CHAPTER XVI — Facilities and Property Management 


unattended bag procedures as outlined in the Airport Security Program. 


Whenever a civilian employee of the LAWA Police finds or is given found property, the 
employee shall contact Communications, request an LAWA Police officer respond to the 
location for found property, give the found property to the responding officer and inform the 
officer where and when the property was found. 


Note: No employee of the LAWA Police shall retain any found property. 
Whenever a LAWA Police officer takes custody of Found property, the officer shall: 
Complete a LAWA Police Lost and Found Report form; 


Note — LAPD’s Receipt for Property Taken into Custody, Form 70-10.10.0, shall not be used in 
lieu of the LAWA Police form. 


Give a “NCR” copy to the person from whom the property was taken; 


Note - If the person in possession of the property refuses to provide information to the officer 
taking custody of the property, the officer shall write "Refused" in the proper box. 


Inventory the contents of the Found Property; 


Items of a perishable nature (i.e. - Fruit, food, etc.) shall not be booked as found property and 
shall be disposed of immediately. The disposed item(s) shall be listed under the 
“DESCRIPTION OF PROPERTY” section of the Report form, and the words "Disposed Of" 
placed under the heading "MISC., COLOR, SIZE, ETC.” 


Found ammunition shall be forwarded to the LAWA Police Range for disposal. The disposed 
item(s) shall be listed under the "DESCRIPTION OF PROPERTY" section of the Report form, 
and the words "Disposed Of” placed under the heading “MISC., COLOR, SIZE, ETC." 


If an airline baggage tag is located on the found property, the officer shall transport the property 
to the involved airline's baggage service and release the property to the baggage service 
representative. If no baggage service representative is available, officers shall book the property 
as found property per existing LAWA Police procedures. 


Note: Baggage found in front of an airline terminal or baggage claim without an airline baggage 
tag shall not be turned into the airline baggage service office. It shall be booked as Found 
Property by the officer taking custody of the baggage. 


If the found property appears to be damaged baggage disposed of by the owner, the involved 
officer shall contact a supervisor, who shall determine if the found property should be booked as 
found property or immediately be disposed of. 


If the identity of the owner of the property is reasonably determined, the officer shall complete 
the Owner Information section on the front of the Report. 


Note: Officers shall not retain found property and leave notes for the owner to contact them 
directly. 
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Have the Watch Commander or his designee review and approve the form; 

Attach a copy of the form to any report with the same event number; 

Tie or tape the original copy to the property and place the property in the Property Locker. If 
multiple items are involved in the same incident, a copy of the original Lost and Found Report 
shall be attached to each additional item. 

Officers shall secure small items of found property (i.e. - Wallets, key chains, small purses, etc.) 
In a plastic Evidence Bag and staple the Lost and Found Report to the bag. A supply of bags is 
located in front of the Property Locker. 

If the found property shows signs of damage, or is damaged by the LAPD Bomb Squad while in 
the course of a suspicious bag call, the reporting officer shall attach a Continuation Sheet to the 
Report with a narrative indicating the property was damaged when recovered or, if Known, how 
the property was damaged. 


Note - Inquiries concerning property damaged by LAPD shall be referred to the LAPD LAX- 
Substation by Lost and Found Officers. 


Upon receiving the property, Lost and Found Unit shall issue a Lost and Found Claim Number 
to the property, and place this number in the appropriate box on the Report. 


Due to possible differences in description of property and liability issues, officers shall not sign 
receipt forms provided by the person (i.e. TSA baggage screeners, airline employees) having 
custody of the property. The copy of the LAWA Police Lost and Found Report given to the 
person by the officer is proof of receipt. 

Found LAX Security Badge Procedures 


Whenever a LAWA Police officer takes possession of a found LAX Security Badge, the officer 
shall: 


Complete a Lost and Found Report per current procedures; 


Note: LAWA Security Badge Confiscation Reports shall not be used to report found LAWA 
Security Badges. 


Have the Watch Commander or designee review and approve the form; 
Under the "Disposition" column, write "Forwarded to Badge Office"; 


Attach a copy of the Lost and Found Report to the found LAWA Security Badge and forward it to 
the Security Badge Office; 


Note: Found LAWA Security Badges shall not be forwarded to Lost and Found for any reason. If 
Lost and Found personnel discover a found LAWA Security Badge that has been processed as 
found property, it shall be forwarded to the Security Badge Office. 


Process the original copy of the Lost and Found Report per current procedures. 
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Procedures for Booking Found Property Involving Money 


Whenever funds (U.S. and Foreign Currency) are found by or delivered to a sworn officer, the 
officer shall: 


Obtain an incident number from Communications if the call was not generated by 
Communications. Inform Communications of the amount of currency found. Contact his/her 
supervisor and conduct a money count in the presence of the supervisor. The money count can 
be conducted at the station or a location that allows for an accurate count. 


Place the money in a “Money” Evidence envelop and complete the envelope in the following 
manner: 


Check the “Non-Evidence’” box; 
Enter the date; 


If the owner’s name is known, enter the name in the “Name Booked To” section. If the owner is 
unknown, leave this section blank; 


Enter the currency denomination(s) in the “Currency Count Register” section; 
Enter the amount booked on the front of the Money Envelop; 


The Watch Commander/or Supervisor shall verify the money to be booked and sign his/her 
name as the Supervisor counting the money; 


After the amount has been verified by the Watch Commander or Supervisor, the officer shall 
use an evidence seal to seal the envelope in the presence of the Watch Commander or 
supervisor. 

Officers shall complete the Lost and Found Safe log prior to placing the Money Envelope in the 
safe. The Lost and Found Safe Log shall be kept in the Watch Commander’s Office. Currency 
placed in the safe shall be witnessed by the Watch Commander and the supervisor who signed 
the Lost & Found Report and Money Envelope. The officer booking the money shall: 

Enter the date. 

Enter the event (incident) number. 

Enter the total amount of money to be deposited. 


The booking officer will indicate his first and last name along with his serial number in the 
appropriate box. 


All currency (U.S. or Foreign) shall be placed inside the drop safe located in the Watch 
Commander's Office. Officers shall check the appropriate box on the Lost and Found Report to 
indicate the money was placed in the drop safe. 

Staple a complete copy (front and back) of the Lost and Found Report to the envelope, not the 
original. A copy of the Currency Count Register form shall also be stapled to the Money 
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Envelope. If the envelope contains both US and foreign currency, two of each forms should be 
attached. 


Exemption: If only money is to be booked and there is no other property being booked then the 
original Lost and Found Report can be stapled to the Money Envelope. A copy shall be 
forwarded to Lost and Found by placing a copy in the clear sleeve located on the found property 
locker. 


Note: Only currency (U.S. or Foreign) shall be placed in the drop safe in the APD station holding 
cell area. All other property (rings, wallets, phones, credit cards, checks etc.), shall be placed in 
the property locker with corresponding paperwork. 


In the event the report was not initiated in Lost and Found, a copy of the Lost and Found Report 
shall be forwarded to the Lost and Found Officer. 


At the start of every shift, the Watch Commander shall audit the safe’s contents. Currency 
envelopes found without proper documentation shall be corrected as soon as practicable by the 
submitting officer and/or supervisor signing the report. 


If, during the audit of the APD safe, a Cash Envelope Seal is discovered broken, the Watch 
Commander shall: 


Recount the funds in the presence of a supervisor to ensure the original reported amount of 
cash is in the envelop; 


Complete an Employee’s Report verifying the findings; 

Attach the Employee’s Report to the Cash Envelope; 

Retain a copy of all documents in the Watch Commander's Office. 

The Lost and Found Supervisor shall transport the funds to the LAX Accounting Operations 
Division Cashier’s Office during normal business hours. The supervisor transporting the funds 
shall ensure that A Receipt of Deposit of Funds is obtained from LAX Accounting Operations, 
Cashier's Office personnel that serves as verification of deposit. A total currency deposit shall 
be listed with the signature of the receiving Cahier’s office person. 

Note: LAX Accounting Operations shall retain a copy of all documents in the event the owner or 
finder of “Cash” request funds within the 97-day timeframe for recovery of funds (California 
Code of Civil Procedures § 2080.3(a). 

The supervisor transporting the funds shall ensure that: 


The funds are recounted in his/her presence by the LAX Accounting Operations, Cashier’s 
Office personnel; 


A Receipt of Deposit of Funds is obtained from LAX Accounting Operations, Cashier’s Office 
personnel that serves as verification of deposit; 


The Receipt of Deposit of Funds shall be attached to the Lost and Found and Employee’s 
Reports, and then transported to the Lost and Found Office. 
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Note: LAX Accounting Operations shall retain a copy of all documents in the event the Owner or 
Finder of “Cash” files a claim within the 97 day timeframe for recovery of funds (California Code 
of Civil Procedures § 2080.3(a)). 


The Lost and Found Officer shall log this information on the Lost and Found Control Form. If 
after 3 days, the Lost and Found Officer does not receive the documentation required to close- 
out a Lost and Found Control No. (Receipt of Deposit of Funds issued by LAX Accounting 
Operations and any other needed documentation), the Lost and Found Officer shall contact the 
Watch Commander’s Office (telephonic and follow-up with an e-mail) to advise of non-receipt of 
the Receipt of Deposit of Funds form and documentation, and request the immediate 
transmission of said documents. 


Note: It is the responsibility of the Lost and Found Office to take appropriate and proactive steps 
to ensure compliance with documentation requirements and notification through the appropriate 
Chain of Command. 


Notification to Owner 

If the identity of the legal owner of the found property is Known, the Lost and Found Unit shall 
make a reasonable attempt to contact the owner and inform the individual how to claim the 
property, as specified under Section 2080.1, California Civil Code of Procedures. Attempts to 
contact the owner shall be documented under the Remarks portion of the Legal Owner 
Information section of the Lost and Found Report. 

Releasing Found Property 

Releasing To Individuals 

In Person 

Whenever an individual claims ownership of Found Property taken into custody by the LAWA 
Police, either at the LAWA Police station or at the Lost and Found Office, the employee shall 
obtain a description of the lost item and/or contents of the lost item and determine if the property 
was turned into the LAWA Police. 

Found Property 

If the item is located in the Lost and Found locker (does not apply for cash release), the desk 
officer shall verify the ownership of the property, complete the Found Property Release 
Information section of the Lost and Found Report form and have the individual sign the form. 
The property shall then be released to the individual. The completed form shall be forwarded to 
Lost and Found. 


If the property is not in the property locker, the employee shall advise the person to file a claim 
on the LAX Lost and Found website. 


Recovered Money 


After authentication of Owner, an on-duty supervisor shall: 
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Locate the cash envelope in the Watch Commander's safe, complete the Lost and Found Safe 
Log, complete the Found Property Release Information section of the Lost and Fund Report 
Form and have the individual sign the form. Currency at the station can be released through the 
end of each month. The two releasing supervisors will sign on the release section. The owner 
has to establish a nexus to LAX before the currency can be released. The release of the funds 
shall be conducted by the two supervisors in the lobby area of the APD Station. The completed 
forms and copy of identification shall be forwarded to Lost and Found by placing the original 
signed copy in the plastic folder attached to the Lost & Found lockers. An entry for the release 
of the currency shall be made on the supervisor's log. 


If the funds have been transferred to LAX Accounting Operations, Cashier's Office, the 
supervisor shall advise the Owner to file a claim on the LAX Lost and Found website. 


The Lost and Found Officer shall: 


Forward the completed “Cash Recovery Release Authorization Form” along with copies of the 
“Lost and Found Report” to the Lost and Found Supervisor for signatures. The Cash Recovery 
Release Authorization Form shall be signed by the Lost and Found supervisor, OIC and OSS 
Asst. Chief. The completed form shall be returned to the Lost and Found Office to be forwarded 
to LAX Accounting Operations, Cashier’s Office; 


LAX Accounting Operations, Cashier’s Office shall forward a copy of the completed Cash 
Recovery Release Authorization Form to the Lost and Found Officer following the mailing of the 
check to the Owner. The Lost and Found personnel shall schedule the item for shipping via 
Crowdfind. 

The Lost and Found Officer should follow-up with the LAX Accounting Operations, Cashier's 
Office in the event the completed Cash Recovery Release Authorization Form has not been 
received in Lost and Found within 21 days following the submission of the Cash Recovery 
Release Authorization Form to the Cashier’s Office. 

Note: Civil Code Section 2080.2 allows the reduction of a reasonable amount from funds to 
defray costs associated with the care of the property, in this case costs to mail the check to the 
owner, at the discretion of LAWA. LAX Accounting Operations, Cashier's Office, may allow the 
Owner to retrieve the check from their office during the Cashier’s Office Hours of Operation. 

By Shipping Company 

Found Property 


If the owner of found property is contacted and cannot respond to Lost and Found to claim the 
property, Lost and Found shall: 


Arrange to ship the property via a shipping company of the owner's choice, at the owner’s 
expense, to the owner or to the owner’s designee; 


Request a return Receipt from the shipper; 
Attach the Return Receipt to the original Report. 


The completed Report and all attached paperwork shall be filed and retained by Lost and Found 
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Unit. 

Recovered Money 

Lost and Found shall coordinate with LAX Accounting Operations, Cashier’s Office or the Watch 
Commander's Office in the event an owner cannot respond in person to claim the recovered 


money. 


If the 7 day timeline has not been reached, and the funds are in the Watch Commander's Office 
drop safe, the Lost and Found Officer shall: 


Verify the Owner's status; 


Coordinate with the Watch Commander’s Office to have the funds transferred to LAX 
Accounting Operations, Cashier’s Office as outlined in Section E. 


If the money was deposited with the LAX Accounting Operations, Cashier’s Office, the Lost and 
Found Officer shall: 


Complete the Cash Recovery Release Authorization Form and the Application for Tax 
Registration Certificate or Vendor Registration Number; 


Forward the completed Cash Recovery Release Authorization Form along with copies of the 
Lost and Found Report and Receipt of deposit to LAX Accounting Operations, Cashier’s Office; 


The LAX Accounting Operations, Cashier’s Office shall forward a copy of the completed Cash 
Recovery Release Authorization Form to the Lost and Found Officer following the mailing of the 
check to the Owner. 


If the owner of the recovered money is contacted and cannot respond to Lost and Found to 
claim the money, Lost and Found shall: 


Arrange to ship the money via a shipping company of the owner's choice, at the owner's 
expense, to the owner or to the owner’s designee; 


Request a return Receipt from the shipper; 


Attach the Return Receipt to the original Report. The completed Report and all attached 
paperwork shall be filed and retained by Lost and Found Unit. 


Field Release of Found Property 
Whenever an officer releases Found Property in the field, the officer shall: 
Attempt to establish if the person claiming the property is the rightful owner; 


Have the person complete the "Found Property Release Information" portion of the Lost and 
Found Report. 


If the officer does not have a Lost and Found Report form, the officer shall gather the person's 
information, complete the Lost and Found Report, and indicate on the report that the property 
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was released to the owner in the field. 


Note: Officers are not exempt from completing a Lost and Found Report, even if the property is 
released in the field. 


The Lost and Found Report shall be processed per standing policy. 
A copy of the Lost and Found Report shall be forwarded to the Lost and Found Office. 
Releasing to Finder 


If found property is unclaimed after a period of 97 days, the property may be released to the 
finder of the property if the individual requests to claim the property. 


Note: Found property shall not be released to City of Los Angeles employees or employees of 
any other public service agency who found the property while acting within the scope of their 
employment. 


Section 2080.3 (a) states, in part: 


"If the reported value of the property is two hundred fifty dollars ($250) or more and no owner 
appears...within 90 days... the title shall vest in the person who found or saved the property 
unless the property was found in the course of employment by an employee of any public 
agency, in which case the property shall be sold at public auction..." Section 2080.3 (b) states, 
in part: "If the reported value of the property is less than two hundred fifty dollars ($250) and no 
owner appears...within 90 days... the title shall vest in the person who found or saved the 
property unless the property was found in the course of employment by an employee of any 
public agency, in which case the property shall be sold at public auction." 


Transfer of Property to City Approved Contract Auctioneer 


Unclaimed Found Property shall be retained by the Lost and Found Unit for a period of 97 days. 
The property shall then be transferred to the City Approved Contract Auctioneer. 


Used clothing and shoes not eligible for public auction shall be transferred to the Los Angeles 
Homeless Service Authority. 


Records Retention 


Lost and Found Unit shall be responsible for the retention of completed LAWA Police Lost and 
Found Reports. 


LAWA/ONT 


A. 


1. 


Dispatching Found Property Calls 


Whenever the Communications Center receives a call concerning Found Property, an event 
history shall be created. The event history shall contain: 


Name of the reporting person (RP). 
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Location of the property. 

Call back number. 

Brief description of the property. 

The unit assigned to the call and call sign of the responding officer. 

The assigned officer shall: 

Respond to the RP's location; 

Obtain the name and any available identifying information from the RP; 

Inventory the property in the presence of the RP prior to taking custody of the property; 
Complete a Lost and Found Report; 


Note — Ontario Police Department’s Receipt for Property Taken into Custody shall not be used 
in lieu of the Airport Police form. 


If the person in possession of the property refuses to provide information to the officer taking 
custody of the property, the officer shall write "Refused" in the proper box. 


Give an “NCR” copy to the person from whom the property was taken; 

Note: Due to possible differences in description of property and liability issues, officers shall not 
sign receipt forms provided by the person having custody of the property. The copy of the 
Ontario Airport Police Lost and Found Report given to the person by the officer is proof of 
receipt. 


If the identity of the owner of the property is reasonably determined, the officer shall complete 
the Owner Information section on the front of the Report. 


If the found property shows signs of damage, or is damaged by the Ontario Bomb Squad while 
in the course of a suspicious bag call, the reporting officer shall attach a Continuation Sheet to 
the Report with a narrative indicating the property was damaged when recovered or, if known, 

how the property was damaged. 


Note - Inquiries concerning property damaged by the Ontario Bomb Squad shall be referred to 
the Ontario Fire Department. 


List the event number on his/her DFAR along with the name of the RP; 


Note: In the event an officer receives found property during the course of his/her patrol duties, 
the officer shall follow the same procedure. 


Transport the found property to the Command Center without delay, except: 
If an airline baggage tag is located on the found property, the officer shall transport the property 


to the involved airline's baggage service and release the property to the baggage service 
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representative. If no baggage service representative is available, officers shall book the property 
as found property. 
If the found property appears to be damaged baggage disposed of by the owner, the involved 
officer shall contact a supervisor, who shall determine if the found property should be booked as 
found property or immediately be disposed of. 
Note: In no event, will found property be left in the Airport Safety Office beyond the officer’s end 
of police watch nor will officers retain found property and leave notes for the owner to contact 
them directly. 
Inventory Procedures 
All items classified as Found Property shall be inventoried and entered in the Lost and Found 
Report by the reporting officer. Communications Center personnel are not responsible for the 
inventory of found property. 


Contraband items shall be booked into the Ontario Police Department (OPD) property system 
per current OPD Property Booking procedures. 


Perishable items (i.e. - Fruit, food, etc.) shall be disposed of immediately. The disposed item(s) 
shall be listed under the “DESCRIPTION OF PROPERTY” section of the Report form, and the 
words "Disposed Of" placed under the heading "MISC., COLOR, SIZE, ETC.” 

Found ammunition shall be forwarded to the Division Range for disposal. The disposed item(s) 
shall be listed under the "DESCRIPTION OF PROPERTY" section of the Report form, and the 
words "Disposed Of” placed under the heading “MISC., COLOR, SIZE, ETC." 

Valuables/Cash 


If US Currency, traveler's checks or jewelry (precious metals or stones) is located during the 
inventory: 


The officer shall note the value of the money/traveler’s checks or a description of the jewelry on 
the Lost and Found Report. 


If the amount of US Currency and/or traveler’s checks is in excess of $100.00, or the jewelry 
appears to be of extraordinary value, the officer shall: 


Contact a supervisor to respond to the location and conduct a money count; 


Place the money in an envelope and place the name of the owner, if known, and enter the 
different currency denominations; 


Seal the envelope with tape. 


Communications Center personnel shall list the name of the responding sergeant in the 
comment section of the event history. 


Identification Cards/Credit Cards 
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Found Identification Cards issued by a governmental entity (i.e. - California Operator's License 
or Identification Card, Passports, etc.) or Credit Cards issued by a financial institute shall be 
booked as found property. The owner's information shall be completed on the Lost and Found 
Report. 


Exception: Identification cards found inside wallets shall be booked as part of regular found 
property. 


Procedures for Booking Found Property 


Note: This section does not relieve officers from adhering to suspicious articles and unattended 
bag procedures as outlined in the Airport Security Program. 


The officer transporting the found property to the Command Center shall: 


Place the property and the completed Lost and Found Report on the Lost and Found counter in 
the dispatch area. 


Note the name of the Communications Operator receiving the property on the form. 


The Communications Operator shall log the necessary information in the Lost and Found 
Property logbook and issue a Lost and Found Claim Number to the property, and place this 
number in the appropriate box on the Report. 


The Communications Operator shall check article descriptions entered on the Lost and Found 
Report. If the article description is too vague the officer shall be asked to enter more information 
on the Lost and Found Report. The Communications Operator shall then initial the report. 


If US Currency, traveler's checks or jewelry was located during the inventory, the officer shall re- 
inventory the property in the presence of the Communications Operator and both parties will 
initial the Lost & Found form. 


If the total currency is less than $100.00, the envelope shall be place in the Property Locker. 


If the total currency is $100.00 or more, or if the estimated worth of found jewelry is $100.00 or 
more, the envelope shall be placed inside the safe located in the Staff office of the Chief of 
Ontario Airport Police. Officers shall check the appropriate box on the Lost and Found Report to 
indicate the money was placed in the safe. 


If other valuable items are located during the inventory, these items shall be placed in the safe. 
Officers shall check the appropriate box on the Lost and Found Report to indicate the item was 
placed in the safe. Valuable items to be stored in the safe are items such as, but not limited to: 


Watches 

Cameras (not one-use cameras) 
Video cameras 

Palm Pilots 

Wallets, etc. 


Note: The Communications Operator shall notify the Principal Communications Operator, Watch 
Commander or other personnel with access to the safe to open the safe. If no one is available to 


Manual of the Los Angeles World Airports Police 


CHAPTER XVI — Facilities and Property Management 
open the safe, the item shall be placed in the property cage. This shall be noted on the Lost and 
Found Report. Notification shall be made to the on-duty supervisor. 
Cellular Telephones 


Found cellular telephones shall be tagged, logged and placed in the bin located in the Lost and 
Found Cage. 


All other found property shall be tagged, logged and placed in the Lost and Found cage (See 
Addendum #B for placement of found property in the cage). 


Notification to Owner 


If the identity of the legal owner of the found property is known, Communications Center 
personnel shall make a reasonable attempt to contact the owner and inform the individual how 
to claim the property, as specified under California Civil Code Section 2080.1. Attempts to 
contact the owner shall be documented under the Remarks portion of the Legal Owner 
Information section of the Report. 


Inquiries About Lost Property 


Individuals calling to inquire about lost property shall never be told that Lost and Found is 
closed. These individuals shall be assisted whenever time they call. 


While hours of operation to claim found property have been set, it still remains Communication 
Center personnel's responsibility to confirm whether or not the individual's property is being 
retained by Lost and Found and to provide information about releasing found property. If the 
individual falls under a special circumstance to release property outside normal business hours, 
the Communications Center personnel receiving the call shall advise the on-duty Watch 
Commander. 

Releasing Found Property 


Found property will be available for pick-up on Monday through Friday between 0700 and 1700 
hours. 


Releasing To Individuals 


Generally, it is the responsibility of the person claiming the property to respond to the Command 
Center to claim their property. 


In extra-ordinary circumstances, and at the discretion of an on-duty Sergeant, a patrol unit may 
be dispatched to the Command Center to pick-up and deliver found property to the owner while 
in a terminal. Some of the circumstances to be considered whether to release property outside 
of normal business hours are: 

Individuals departing for out-of-state residence; 

Unreasonable distances traveled if asked to return during normal operating hours; 


Requests to claim medications; 
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Requests to claim prescription glasses; 
Requests to claim vehicle or house keys. 
In Person 


Whenever an individual claims ownership of Found Property taken into custody by the Airport 
Police at the Airport Police Command Center, the employee shall: 


Obtain a description of the lost item and/or contents of the lost item and determine whether the 
property was turned into the Airport Police; 


If the item is located in the Lost and Found locker, the employee shall verify the ownership of 
the property, complete the Found Property Release Information section of the Lost and Found 
Report form and have the individual sign the form. The property shall then be released to the 
individual. 


If the Lost and Found Report notes that the property contains US Currency, traveler's checks or 
jewelry: 


The property shall be inventoried in the presence of the person claiming ownership of the 
property. 


Any discrepancy shall be resolved prior to the property being released. 


If the discrepancy cannot be resolved, the on-duty Senior Communications Operator or on-duty 
Sergeant shall be notified. 


If the property is not in the property locker, the employee shall advise the person. 
By Shipping Company 


If the owner of found property is contacted and cannot respond to the Airport Police Command 
Center to claim the property, Communications Center personnel shall: 


Arrange to ship the property via a shipping company of the owner's choice, at the owner’s 
expense, to the owner or to the owner’s designee; 


Request a return Receipt from the shipper; 
Attach the Return Receipt to the original Report. 


The completed Report and all attached paperwork shall be filed and retained by 
Communications Center. 


Releasing Found Identification Cards and Credit Cards to Issuing Agency 
Found Identification Cards issued by a governmental entity (i.e. - California Operator's License 


or Identification Card, Armed Forces Identification Card, Passports, etc.) or Credit Cards issued 
by a financial institute booked as found property shall be mailed back to the issuing 
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governmental entity or financial institute within five (5) days with a form letter informing the 
issuing entity of the found item and when it was booked as found property. A copy of this letter 
shall be attached to the original Lost and Found Report. 


Releasing to Finder 


If found property is unclaimed after a period of 97 days, the property may be released to the 
finder of the property if the individual requests to claim the property. Note: Found property shall 
not be released to City of Los Angeles employees or employees of any other public service 
agency who found the property while acting within the scope of their employment. 


Disposal of Found Property 


Keys booked as found property shall be retained for a period of 30 days. At the end of this 
period they shall be destroyed. 


All other found property shall be retained for a period of ninety-seven (97) days. At the end of 
the ninety-seven (97) day period, the property will be transferred to LAWA/LAX Lost and Found. 


The Lost and Found Logbook and the Lost and Found Reports shall be retained for a period of 
three years on site and two additional years in dead storage. Records will be destroyed after 
five years. 


LAWA/VNY 


A. 


Flyaway Bus Terminal 


Following an unattended bag investigation, items found at the Van Nuys Flyaway Bus terminal 
that are deemed to be found property shall be opened and inventoried by sworn personnel. 


Items that do not contain currency or valuables will be turned over to a Flyaway Clerk to be 
placed in the designated secure place and await transportation onboard a Flyaway bus to 
Coach America’s Long Beach facility’s Lost and Found Department. 


Items that are found to contain currency or valuables will be booked as found property at the 
LAPD West Valley station. 


Other LAWA Property 


Items found on airport property other than the Flyaway Bus facility will be booked as found 
property at the LAPD West Valley station. 


Notification to Owner 


In all cases, if the owner of the found property can be identified and contacted, and is able to 
respond within a maximum of four hours from the time of notification, their property will be held 
at the LAWA/VNY Police station. If after four hours the property remains unclaimed it shall be 
booked as found property at the LAPD West Valley station and the owner notified of the 
property’s location. 


LAWA/PMD 
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Property found or given to officers assigned to LAWA/PMD shall be booked as "Found Property” at 
LASD following current property booking procedures. 


16/5.2 Lost and Found Officer (LAWA/LAX and LAWA/ONT) 


Security Officers assigned to the Lost and Found Detail shall be responsible in maintaining the LAWA 
Police Lost and Found office. 


A. Duties include: 

1. Receiving of lost and found properties; 

2 Transporting of property from or to various locations; 

3. Maintaining records and files of property transactions; 

4. Preparing transfer forms and mailing out notifications; 

5. Receiving and making telephonic inquiries and notifications; and, 

6. Dealing with airport community and the public. 

B. This is a uniform assignment. Duty hours generally are on weekdays 0800-1700 but may be 


changed at the discretion of the Commanding Officer, Administration Section. 
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